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The purpose of this guide is to proxtde read` access to information concerning work education, It is
,41 designed to be used in the public schools in Manitoba .

leachers and coordinators will find information on obit:Luxes, methods of organizing, managing, an
ealuating work education

\dministrators will find the document useful in helping them to understand the purpose of work
education in the context of their sNsttkin and VI plan w.iss of making it functional.

I he materials in this guide has e been des eloped man` indRiduals and we acknowledge ()Ur in-
debtedness to all thos&-Who see sonic of their ideas presented here

It !, ,ur hop,. that this guide sill makc.a Lohtnbution to the further deeloOrnent of work education,
particulark in Manitoba's pi,ktical arts and 1,0Lational education programs. Members of the ptofession-
arc ins ited to offer suggestions for the improement of this guide. 2s,

4

tf
Joe Reimer,
Coordinator Cooperative
Work Education
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PHIFLOSOPI I Y

4

1 here is eyes Indication that during the '70's. work education will be one of the major innovations
sL hook -and Ltine2es No% trends toward relei ant experiiiKes for students. emphasis on direct involve-

ment ri the Lommuniti and he demand for speualircd tranual prcupitate the need for a combination
a dof on-Campus study nd i Lampus tramme There art abundant opportunities for expansion of this

ehrriLulum concept in the sewndarY and pilst-sei:ondary schools of Manitoba.
14,,Kli student must recognire that he is ,t itorthwhile indisidual with his Own tihysical emotional.

social and, intellei.t61 strengths and weaknessts who has the right 44ind thei. duty to prepare himself
tor a Lontributmi.; role iii society 1 he si.hitol should. help to prepare the student for ahis role in society
by ,assist Tie CIllour.wing and guiding him to explore 010,4: iikationsind oLatkinsw hail are consistent

ith his individuality

\1st. each stirdent must rei.oLmire tlaneLessiti of making..i.hoiLes to .thieve in a,t.hanging democratic
tooet\ of adapting to the demands of mobility and hnolotgi Fhe si.hoOkand the Lommunity
'hould ,KLeit the respons,thiht% of pros klu)..1"the student with the experiences and the training necessary.
to cope with the emerging trends.ln society. ' -

EDucAnoN FOR EMPLON'AIII,NT.
in 'a

cliANCING WORLD OF WORKc

I he ( 'orL:( onimittee R-ePort indicate that the. school and the Lommunity hay e a niajor resconsibility 1 .,i to 1.."INt the students in-JhAing the transition between school and work

.-. .:- -1:-1)efience-()Illsi( 0160'11 , ..-

. ..
N. It.

I nuilor respolisdnlitt i , d the \idiot), I taws to liclp.-voung p4ople wipe it'll: the world armoul them,
12iPki IViiii /I ihrigh:// the° pr(1 mon 01 64111 hill( e 111Idelli 10 elder )iimi. uxelul ace., 01 employmentw' I. , .

0 OH 1-r,i,aisation or billov.111;: Mt-flier edu,,,Q0n Iii t,itlitlity Oltipt)q-e( oat /art //11iiillii0/1. ,..

II hauler qt.. 1%0rhl 01 the Intuit is he, Ior the malorit I citp,coph- It ork of somemilnd will be necessary
,,,, '1'144 inditiduars ;ir,./in/w..:,.1/, s,ell briny; WO 1(1,1.1e70/ It1011/11. /I ,..1.1, Orlpert'e that students he
!,:ii en the (Tportnnut to be, onu. 41$1 are 401 flu''r poteirhal, and the opportunaWs livailableyo then, in

. thr '011,1 (,/ work Phut. it is th, responsibilut of /be se haul to provide t)ie necessary information.
-,II ,I, r, 1, and 4 ar, er ,a iodation .0unselling that )s,ill .'"nable.s. iidenLs to. lomiliam:e thenselves
ilia, I itt t,A1 et! oppt!ttlitlitlet ,;billable la thelll alla 'to plan their ducational programs auordingly
aclar roils staLys 01 It Hu\ kind of emphasis should ni.d ;forte eapb` dunces on -indents, nor
it Ii at Itt,'Ili'a to dire, I the «intelling, prthess 'into a sin,* . lufnnel. it' is essential however. for the
ma/op al 01 \Indents to that ,tilt11 tall We 11glitiltallte and purpose in their studies,,and in (he schOol.
as a on tins of helping th011 to at hiell' their goals and provide theirs with tieeessary work skills.

t
I 0, 4,111, students )010 art' impatient to !cal.' ,t haat and enter emplotment. hurl, ethieation or work
-tudi 14 bile m t, h,,,11 ,ontitute animPurtant melns of making the transition between, school and Orkr.
It ink (dwation (riot take on sariout forms, for example. as part of a spetialiie4. program such as
the p'retent 04, upational Lntrame Gnat.s or as a 4 o-operatia e it or!, venture directly linked either to
spy, th, busimss or Industrial 4 ourses 011( red in the s, hoof. The essenpal c'haracter of (ll work educadon,
holt ci, r, is tlu. re. noon 01 dc learning ht Pie fits, to be ilerved by the student from a planned schedule
lrow.:lit.abOut hi .the .0 operation 4d busincss, indliotri. and goternment with the school to provide an
alt. mai it' learning emironnu.nt for the student in an,in teal wad, situation. Planned work e«ition
thi.idl i Atonic ,to be an imp) it part of the cdioational slut /los undertaken by some high chool

Ilj-
ri'"qudcni.;, for it In It Oki It ill rc,,ii... . .r./it ln adlbtion. through the proposed pattern of student-unuated

0Tirs.s. Haktr students .should be able to indide,,lome Hod, education in their high- school studies.-wf,
It hilt ,yaliti,a1 44 th, atarh'cqnricme program on am stale may he a difficult undertaking, the Core
C,,inniate. beheics Mitt .471 00,l should ln.. mad.; to look for additional ways and means that vill
4 thibli a huger numb. r of students to take lidiantage of this' kind of expenence. Clearly. some students
tand to benebt from it ork eilmation more than others. and thsse should receive preference in the-
planning and urgam:ation (if programs

,

...

/ he nature 01 the si hind program hicli' ,s offered t an itself serve as an iiii portant bridge to link
s, /cliff lde. an/ cork Cmine% vhould be mailable that relate to

mime
ayects of work .and life

.., it it', /1//41g1, 0/14//1/.7a/lon. et 0/0,0 and loath -life odm'ation to name bid a feis.-and the student-im-
tuit:d . r.-xlit %Ills, ussed earlier are another means b whit h the linking niav he at ompfished.
In all' 41 Mei(' a, to Ines. thefuller utikatit ol resume es (ddable in the" tommunity is essential,.
and 'a ( lose liaison between school and cotton mil, mandatory,"

, . .
I R l p,,t i , I 1 ht ( n. ( ommince on the Itcorganitation,of 1 he ScLondary St.h0o1. Dcpartmcnt'ol 1.3uLalion, 1973 p p 40, 41 ,
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DEFINITIONS OF TERMS RELATING TO WORK EDUCATION

The following definitions will help to Llarity the meaning of the terms used in this guide.
Work Education

Work edikation mLludes work experienLe. on-the-job training anal Looperative wo rk eduLation for
students: w ho. through a Looperative arrangement between the school and the employer, Nu:lye instroL non
in the required Louses sLhool and further job instruLtion at the training station The two expenenLes
must by planned and supers ised by the sLhool and the employer that each Lontributes to the student's
eduLation and employability Work eduLation requires an agreement involving the student, the parents.
the school and the employer 0

Aork Experience
vv'ork experierke is work undertaken in tilt. Lo mmunity by a student while attending sLhool for the

purpose of pros 'dine praLtiLal expenenLes of a general nature in the work-a-day world. It is an exploratory
experienLe, designed to pros kle students 'w ith.a know le&te of different jobs and their demands \Nork_
experience is superyised by the school and the employer. .

Otr-The-Job ,
On-the-job training 'is training undertaken in the Lommunity by a s/tudent while attending sLhool

It is Moaned to pros idc planned in-depth training in business or industry in a Chosen area of work
and- supPlementa by learning experijnLes shoot On-the-job training is super\ ised his the stink)l
and the employer s

Cooperatiie Work Education
('otiperato e work eduLatitin is designed t& develop the upational poem y of a student enrolled

in a 5oLational program. It is des eloped jointly by the sLhool and bUsInest, or industry and pros ides
an orgamred seque'rke of job expenenLes in part-time work and related Llassroom instruLtion. Cooperato.e
work eduKanon is superyised by a leather-LOORIlna (Of or Word (Of and the employer. ,

I raining Plan
the tifaininu plan is a written outline indikatim: what is .to ht: learned by the "student at the training

station and what is to be taught in the t Lissroom ille OM Is dens cd from a realisn'L analysis of the
kkLupatlonal ohjedices oftlu student And of the CasiA o, wines and responsibilities of the lob (see pages
1s.)7)

Training Station
The training station is the loLation where the student s*upervised learnirig.cxperienLes relateLL

to the siudent's career development through Yvork edircatin
Pr4ining.Sponsor ' ' ,

Hie ,training sponsor. is the [lido, nlual who s &tiredly responsihl lor the supervision of the student's
learnme, aLishies th'e -traminly, station The training sponsor may he the Amtler of the manAer of
a business. or:in employee appointed by,management
Teacher-Coordinator .^

Tkie leather-Loordmator is a teaLher employed by the sLhool hoard who has the responsiblny of
coordinating and supervising work ,eduLation fur the sL hoot and of teaLhing related subjeLt matter,to
the work education student;
Coordinator

The coordi_nator is :t teaLher tniployed.by the st. hool boaid to direLt, Loordinate and supervise work
'education .

Coordination
Coordination is the process of integrating into a harmonious relationsnip the instruLtional, admini strati% e

and organisational activities of work edbLation and of du-cuing them tow aid ,a t.nnion purpose.

,
,y.'GENERAL OBJECTIVES FOR WORK EDVCATION

I "ill create on, the 1;art of tile student a positiye attitude toward himself. others. sLhool and work by
providing a meaningful and relevt'int learning environment

2 To pros ide the student with an opportunity to exploreldifferent work roles Most student. are not
k now ledieable about the world of work 1 his, one objeLnYe of work eduLatiq is to bridge the nip
boween school and work

3. 'Iv proYige practiLal (..xperienLes iii a work setting that enable the student to .jequire the knowledge;
,skills and attitudes for entrloYment' 4

4

0
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or . SPECIFic OBJECTIVES FOR WORK 'EXPERIENCE
1 10 pro\ ide' the opportunity foroccupational exploration by utilizing the resources of the commuslity.

. i li, mirease the student's ,'Iwareness'of the job opportunities in the community and to, help him/her
gam insight into idle oututes anti skills requirpd for Variotg occupations.

1 Fo pro\ Rjs: \ ariett of occupational experiences so that the student will have more opportunities
todisemer and explore his/her intqests and aptitudes.

SPEIFItOBJECTIVES FOR B TRAINING
to enable the, student to acquire ,attitudes and skills so that he, she can enter an occupation upon
lea \ Inc high scItool. confident in his `her ability to attain economic security and job satisfaction.

2 i,i facilitate the transition between school and employment by enabling tie student to. continue
school and at the same time receR c supersisecLtrainingm a real work situation.
lo enable the strident to enter the \\ dry of work w h.an increased meavure 01

,
competence.,

. ..
0. ,SPECIFIC 011,I EC I" vEs FpRIDopF,RA FIVE WORK EDUC ATION

, .

i
I I o rro\ ide for the \ ocattonal stusdlnt training c \peCiences in the cominnaity which are directly related

to his Ite.r\ocational course
AVI

.2 I l' enable the student to acquire attitudes and skill\ so that he; she cap enter an occupation upon
teas ing hiLli school confident n his her Ant\ to attain economic security and job satisfaction.

4
'. lo facifitatL thh. transition It etw_kit school and emplt;\ mem, bY enabling the student to contque school

w,and at the sante time receoe supers ised training in a real work situation,-
1 lo enable the student to enter the world of \\ ork with an increased measure of competence.

s I, pro\ isle the student \\ ith ii rcasal oppirrtunitics to cuter an occupation related to hist her \ motional
course ..,

-4 ,
6 io'cuable a student to plirsue peci.lhicd -.it'd\ in an any:a related to- his her \ motional course.

"-, Work eduLition altNs a gradual transition from school-to work under the skill d guidance of a
fc icher coo.rdmator or coordinator and gIles tbetstudcnt tune to comprehend the rel. tionslup between
education and work ,.:

S Work education perm ti direct cohtaa with business and industry,
.r," , ,

"orscoucation pro\ ides the student with the opportunity to uSe and ,ipp ly skills and knowle/ ,
tiin a work situation

.
:.

NI, Work education pro\ ides \ motional preparation including mampulati\ e skills and technical knowl-
ed,e

. . - , _

I i'' Work education is sensitix e to industrial changes because oil the continual feedback front students,
teacher-coordinators. coordinators: tra im ng sponsors a raemployers

.
'.12 Workeducation prepares the student with a wide range of abilities for a broad spectrum 1. i.tclupations.

AMA I AGI.; OF WORK EDIXATION
ork etitiuitIon riot ides relct Ant umcultim and instruction for the student with a motional goal

because it is desp2n:ti to' respond to the student°. needs mid occupational .requireruents
2 \\ education enables the student tofelate educati.bn ducal\ to Ins, her career interests.

\\ educationanon enable.' the student to hridIfe the gap between school and work with reasonable
ease ?'

,ark education helps the student to make-a realistic t ocatioriSi choice while still in school
\\ ork education pro\ ides trdming occupations \\ here there is limited need for. formal trajning
programs

f; Work education pros ides tramml; m occupanonYwhere the need fur specialized tools and processes
would make it difficult or impossdire to oiler insitruction within the )ch(iol,

s,

I I 3
ork education forestalls the training of more students thancan besinploy cd fulktime.f i

14 \\ ork education impro\ es school-community relations because of its dep`endence on the community:
I'-' "W ork educathin 41.4crwthc teacher to supple aunt his teachine. with practices and'cley elopments from,

business and'industry. s ,.

of
- . ,

1.6 Work cduk,ation pros idea the student with the opportunity ot enriching course content_through his her... . .

;;

9
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unlyut t. perk:rico in business and industrs.
I' %Irk cduc. k Les the Lost of e lu atittrf'hs usini the Lxpertic and equipment asailable at

the sauous tramm4 st tions within the commumh.
IS W.ork ccuLation pros Cs a 111C.Int of insohtng the home, the school and the world of \Loa,- on behalf

of the student
,In addition. there art. speLitiCadsantages foritlte studLnt, the cmplo.,Cr, sootn.anu the Lo nliMinitS

1. AdantagesitlE the S 'dent:
I E mouragcs the stu remain in the Lommumh and bct.ome a vartiLipatiiitt'LitWen,
h ()tiers tr,uning for the student in his/her chosen occupation
C Makes possible in casi-er Transition from school to work
d Islablishes definite work !tabus and attitudes
c Mom Stointerest in other school sublects

2. Athantages fortthe thlo)e$
a C nplunc nt, the cm tnct in that his business is LonsiLlercti a desirabllaLe to establish .1 training

station 1-

b Pro ides a better trained emplos ec
L ASSISI, in selecting personnel
d GI\ es the emploer the opportumts to takean aLtRe part in the school program.
e I rains potential tun-tick emptosees in his can plant' 1 Enables the eMpION Cr to reLeRe 41 more direLt retail from his school tai dollar
Athantages for the School:
a Broadens the Curriculum.

mourages the student to skt u1 >chool
L Itet1e t, current ocuipatioilat requirements in the LurriLubny
d I kip, the st.hot.)1 keep abreast ot 'L urfent trends in bumness and tndustrA
e Helps the school meet the training needs of the intounits
I Pro ides closer COlpeillitp V.1111 the communits

4. MIN ant ;Iges for the Communit:
1.11LOU rage., the student to beLome contributing member of the commumts

b !kips the student to reLognwe his:her Lommunih responsibilities at an earlier age.
t.ts as a catalyst roppr,(2mottnirAtilt and c'ening classes

d Prontle,,Lloser cooperation between the communit\ and the school
c l-n.ibles the student to make sound occupational adjustments.

6
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PART II

PLANNING: ORGAN,IZING AND
I NIPLENIES1 l'ING WORK EDUCATION
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C121 l'ERIA FOR EKIAB91.1SIIING ORK Etn'icxioN

1 estabilshment of \;(4k eduLation in oh es Looperation bow een the .pool and' the eommunitl.,
the Limit:n.1 . .

-0 1

to fulfill rl a
I I hat Te training is for the benefit of the tulynt's education

,
,

. 2 .1 hat i iere is suitable votk
., . ',, .

1 111.11.1110'c is an emplowr w ho is w'illing to set iiii a tr.ning station,
4 I hat there is upen ?stint IIN the school

I hat the tramm; at the training station Is related to the skudenrs'career o L

hit her.e2, .arpro al 11\ the I >epartpient of I ducation and the local school l ,,rd
I hat there is prote non 111111i .111%1 L'onipt;psation in the Lase of ,ati ALI ent. 4's that the student does not displaLe a_retular.f.:inplo 4, but works Miler his het lose super ision.

0 I hat the it should nor be paikl for that period of tune .spent ixebusiness industr during.
hiLh cdti,..ttiot LieLht is being tiarlieLl

III 111,11 the ;44Icill int entitled Or a it+ at the LonLInsiliirn of the training period.

, PI II 1,1C1 1'1

()1)t ,,f thv ru, rose, of publiLm Is ti,Lkluati.it the publit w Iii the aim: aird ()blew\ 1: of work ethic:min
. . .

\ 'LL ell pl MM. d puls1 IL it Ivo:Jam' informs stiudents.' parents.'and eruploers about the establishment
01 s1 cii Int tifill..0 of IA ork eduLation paor to the beginnini: of the AL hool \ear PubliLit thri:ugh6u1 the
111011 . t.. It ltd to 111.1Mt.1111 limiest in LLork eduL,ition anti to limper -e \ plain it to the pubic. ,I his_
114.1111,,n il puhli,. iv m.r also interest other stmlents and emploer:' for future imok mem tit .wor: .eduLati, to

- .. o

\ \ iriet' of Ittl: Avis tan be used io publiLlie work eduLation. Newspaper artIL les. radio spot an,
noun, rnienv talks lvitql: 11% It. litth, And 1)1 \ or:pm/anon.. letters.,sehool news media. and personal
Lt 4114 ts 111.1% he used ".,

. ,

, - l e incr, NIO111., Mr, kil t211111 the ear 1111..A11 be %%mien Ghoul the emploer-emploce banquet. reception.
or to 1 student:.* L iews and reak lions to their lobs. the awarding of the annual tr.uninv. eertittLates: .

, inter, iew : w ith emplo\ Cr, .111I stlIdCIlls ,It the [.111111:: Aration. inluding photographs aim possible: .
. interes'im,.! iollow up data .end the proL Illation ol.reLognition iertLhicates to the tramme stations. ,Local

n'eLLspapers are usu ilk interesttdan reLL.J \ in information about work eduLahon. 1 he pubic is interested .

in its m. hoofs and olio\ s'readin2 about the Alm:\ (nut:IWO oung peoplk,,in the communit,.,.
ft)i her Illeall: of publIt.i.fing %%ork e%`1ut.lttun'.Ice artiLles In the sc. hool paper. bulletin board anti /or

\\ indo drpla a paiN in the sLhool carbot4.... and st.hool asse nt hi ,progr.ini,, these means are ispeerall
ell CL tiL e kit f:.1110g plovpc.tic students i

-
4 . ,s. 1 tilers 10 seletital bustles. rni,:n ',hoe a personal f tout. h m Inch vs. not a 4.11.traLteristic of oilier forms

,. oi NIA!, ILL
411r

. i .. ,.

1,,,Ine 4teral guidelines to obsene %t hen planning Ilse politLit% piogratn are- . .
.

,

I ' 111Pq ..,..,,,nre the Aprro ,i1 of the superum:ndent or the puhliLm director for theximre publicly% plogram
'or t.L.1..11 pitIMLit item as it is released, - .

.
s ,-

... , '2, 1,;puish,o/L, who has been alone more-di:in u hat is plannid to be done '', I:li ,
4

06

1 lo ele due, IC-Ilt to all people imolId .- . . ,

.., ..
xi

pne of flu: int,st vsseniial clenicnis in a publit.u progam Is wiling f.frting ihe tpes of publicity
pl limed '.ind the lime v h..11 die% %%()1.4 he most eliet.me ifit be helpful in org.am/mg the publicity

spro.grani ..- r. , 4. .
6

0 ' ; . ' PLANNING P 011.Si AFI NG 0 It
I. he it 111 tea.. bei-L0',Iduritois and t.00rdinators. tejuireI to stall wrk education \% Ill depend.. .

..' I. upon 1°1°7
1`. x ,

} 1 heatumber 01 studein. in work education .
2. I he t\ pc 4 It rork education in hich the student partNipmes,.
1 .111e t!eograppital lot.atilob of trami4 station?. . .
4 I he.anollan dirties performed h the teacIfer-Loordinator And Loordinator . .

' 1

7 11.1 school l,1%1<lon or distriLt sered bL a number of te,i'Lliei;coorditia.tors. it will he neeessaLy to
,LIcjin'eate geogiaphiLal arca410r the purpose 01 suiting and LoorLfm.ition. this is donelend titre.red
to -emploers beLonie eonfuseI and amio et! jupliLate made 11, iiiihnbers froin'Lliflerept -
schools I .R 4f, sl.11001 1.4011 01 4.1Vtrit.t, Mit> fttiltIttie Loorahlator to assislt 'the schools with

"the LletelOpment andcoordination of work eduLation,

1.
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CHAtiACTERISTICS AND QUALIFICATIONS , R.
8,F,:tHE TEACHER-COORDINATOR AND Tut COORDINATOR

_ Litv.iturc suggests that a work education teacher-coordi tor or coordinator should be an exceptional
.

tc, cher with special qualifications and, training. The divers of the role and the responsibilities of a
to i her coordinator or coordinator requrrc administratiy e ubil y and experience and expertise in school-
con mutiny relations. _ , -,

Pers mat Qualifications of the Teacher-Coordinator and the Coordinator

0 , I li bits interest and enthusiasm for work sducation. .
2. S'yb. 1 es toa student-centered, approach in teaching.
3/ Rossesses i isitive.accepth g and caring attitude.
4. Enjoys working with young eople.:, 41' . .
5. Possesses an outgoing and pleasing per. onality with a sense of humour.
6. Doi:lops confidence in others and luster. good stud,at-teacher relationship.'
7;, Assunounselor when necessary.
8. Possesses insight, personal fleet-bility and creativity.
9. Engages in Critical self-evaluation. ,

:

O. Is wirling tor pend effort avid energy beyond the inn nuns. ;
I .4rlas'the`abilit. to meet and communicate diplomati ally.

. . ,

I . Has an under, tiding and flair for public relations work.
13. AceeptsIdisappo tmen without losing enthusiasin.

. .

Gi
e.

Teacher- Coordinator
-, i

eneraJcualifie ions of t e and the Coordinator ©' '
I. DoTonstrates the ability. to work with people and strive toward a given goal. .

2. FlaS the ability to illy e group and iiidiYidualized instruction at the s.econliry'level.
43. tinplemeni%siihool policy effectively:,

.
t

4. Represents the school effectively lir contracts tirade with the community.
5.. Follows instructions carefully and promptly.
6. Acquires a thorough eduhtional preparati6n for teaching in this field. t.t-

.. 7. Maintains active interest in personal and prolksiionat improvemiint. I

Training of the Teacher-Coordinator and the 6,Oordinator i . ,

, it .p, su$Liested..th.a the teacher-tcoordibitor'pr coordinator for work experience he a fully qualified

--:,

teacher with a minimum of six credits in cO7rdinatiOtechniqua. --1

Jr: 4 ,....
1

,

It is'further sugikestett that tibefelchef:coOrdinator and coordinator for on-the-job yarning and coopera-
,..

nye stork education he fully 4tualified NoLatam,11 teachers with a nuhimum of three ytiars of approved
' 'occupational experience and i minimum of nine edits of teacher training in,organization. coordinatun

.(1" ., lind supervision or administration of work education. ,i,

ii Both the teacher-cAkirdinator and tfic coordinator should have a minimum of three years successful -: -
. , . ,teachlogexperience. ' ,i '

I DUTIES AND RESPONSIBILITIES QI:1116TEACIIER-COORDINATOR
-1 - -t. .,,

.
I. Responsibilitiesc.to the Student' ..,

. .

a. to give essential information about occupations. , ,

,.
h. To know that ,'student is sincere an really wants to follow his: csen occupation as a career.
e. -To assist in arranging the schedule ageneral courses. \ IN
d To 'aid tudent in the personality adjustment necesary to get along with others, and to

folio directions. tY,--- -- , .1k: .... , 0
,.....---,-:

see ti zidequale actlities and instructional materials arc accessible to the student.
'placement and follow-tip plan.
ilOstudegt's economic, social, and scholastic background. ,,

To estahlish an effectiy
fTo keep informed abou

.h.. To prepare a training pl in for each student in cbo 6:ration with the employer.
i. To make the proper plac
j. Toprevent the exploit tool
k. To. build and to ma vin s
I. To ensure thank
m.To ensure that t

tK: Employment Reg

ent and,to'supervise t le student whilti training.
of the student. -.,

exit moral anda cooratiCe attitude. .1 1

stud covered by Workmen s Compensation. t,
,

indent knows the rules as prescribed in the EmplOyment Safety Act and,
.Iations.

f
I Waisted from Cooperalis c i otatiobal abtation Coordinator' Handbook, Solumc I. Marshall Imiscrsit! Huntington, W. 5i Department

of Vocational. I ethnical Education, 1972. p e 24.25.
, vow

. .

1.



.
5

C

t

2. Responsibilities to the Parents
a. To maintain a cooperative relationship with parents.
b. To furnish adequate information.
c. To stress the advisability of the student completing the entire course.
d. To justify placemqt adjustment, or transfer of the student'.

3. Responsibilities to thelSchot Administration*
a. To interpret policiesiorrectly and-supportthern loyally.
h. To stay within established channels of communication in all officialmatters.
c. To use time, materials and supplies economically.

4. Responsibilities to Business,and the Community
a. To explain the objectives of work education.
h. To explain fully the mechanics and the benefits of work education,
c. To select the tudent who will he adaptable. -
d seei that the st,udent receives th,e proper training and develops the proper attitude.
'e. To'couns'el and, if necessary, transrer-unqualified students.
4. To avoid wasting the employer's tittle.

5. Responsibilities to Himself
a. To Weil physically lit.' 0

Q

h lb set an example of work habits and character which the student will he proud to follow.
eD 'fp maintain a professional attitude toward work. '
d. To maintain the dignity befitting one's teaching position.
e To cooperate with the school faculty and business people in order to encourage their cooperatio
I. To"attend professional workshOp's and conferences.

Responsibilities to Other Teacher-Coordinators and Coordinators
a To offer services as freely as possible teiother teacher-coordinators and coordinators.
h. To share ideas and discuss problems.
c. To coordinate activities so that other schools.may use, the training stations.
d. It discuss new'methods anti teaching technives.
e. To keep others informed about current trends in work education.

-
I. To develop with business and in
2. To produce written job slescripticms
3 To place the students as 'selected by t

DUTIES AND ESPlaNSIBILITIES'OF THE COORDINATOR
,

istry, comprehensive work educhtion plans.
of ions available for-wor); education. .

ject teacher andthe teachercoordinator at the training
-stations. ...' , . . .

, .
4. To supervise the student at the training station through, personal visits.
'5 To communicate directly with principals, technical directors, g,uidance and business education depart-.imint heads' in thtsi-7hoo)s concerned.

, 6. To distribute, collect and process all necessary forms. . . A

7. To maintain permanent records of all students activities related-to work education.
8. To coordinate work.experience, on -the job training and cooperative work education.
9. To coordinate teacher visits to the training stations.

-.10 To arrange forputtlicity, public relations meetings and media releases pertaining to work education.
I. To infoOn the studem of employment opportunities. ;

12, To meet with work education students to familiarize them With the objectives of education,
13. To attend work education committee meetings.
14 To obtain approval for administrative and policy sihanges fromthe Departtilent of Education and the

school hdard.
, .

RECORDS AND MANAGLIEN Is OFtWORK EDUCATION
Permanent cumulative records are:, essential' and provide a central Source of information' about the,

work education student. DupliCate kiS of records are highly desirable and are often necessary to, dissemi-,'
'nate infprmatioh cffielently. These records should int.lude following information. -name of studenti
the days and hours employed at a training station; place pf employment, attendance record; credits ,
earned:. and a summary of the employer's eValuation and follow-up stuck,

0.
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.1 well planited and' Care:11111y maintained systemaof reeords is essential if the t cher-c inator and

..

Loordinator are to satisfy the numerous ttquests for information about the,studen and wor ducation.
' .The purposes of a cumulative, record system are: -4t

I ro record Jellies cment and growth during the student's participation in work edu tion.
2 T pros ide information necessary in preparing reports required by the school board and the Depart.-

ment of Education. , , .
3. ro report to the parents on the progre......uLtheir son or daughter in work education.
4. To provide pertinent data for research relating to work education. .
5 To pjys idc,information needed by tcacher-coordinators, coordinators and other professional stall

in working with work education students,
(i To pros de informatk.on.needed by gust-secondarY institutions and employers about a former student.
7. To impro-se articulation between the various departments in a school system. :
The main eonsideration m preparing permanent cumulative records is to secure a comprehensive

summary of each student's achievements and to make the information readily available.
.

to efficient ss stem of administration through the use of appropriate and well prepared forms will
Provide more time for etiord nation. Forms should he carefully developed and periodically analyied
to determine the need for rev icon. Each form should sell, e a clearly defined purpose. A system of 0 i
color Lotting is helpful in recognizing' forms prepared in duplicate or triplicate. Rather than adopting'
any partleilir set of forms° the teaelicr-Loordipats,Wor coordinator should develop forums to suit his/her ,

kiA,ri 'iced,. The forms silos% rr in the appendix are exemplary and are suggested rather than prescriptive,

In des ,loping and managing ssork edueation. it is helpful to prepare, an outline of the activities in
''' sequentiaLoriler to faeilitate implementation. The sequence of densities listed below will vary with the

6 sLiltiOL school di% ision or district. Many of the activities are discussed in greater detail in other pages
of this guide. . ., .4

' I. Establishment of the Need and the Value: .
a Prepare a statement of the need for work education %AM supporting documentation.

2 01-ga/Akin Or. a Committee Composed of School Personnel and People frbm the Community to
Plan'the Following' Procedures: 1I a 0
a, Deerne the puliose and elan orwork education.
h. Develop an outline of activities to begin work education,
c. Develop the' stullent'se.lection criteria.

.. . ,..3. Approval (tithe School Administration:
a. Obtain approval for operating procedures from school administrators. $, t

4. Approval of the Depaiiiiient of Etincation: . °,
a. Secure the approval attic Departpent of Education. to iniplement work education.

/
5. Preparation of a Feasibility: Study:

. , . . ,$'
ipa_ Conduct a surseyiet determinC. employer interests, plaeemeiit opportunities and student interest.

$
6. Employment of a Teacher-Coordinator: -

', -:
,I..

a. Report to the school hoard,on -the local survey. , . . 4,

4). Obtain their approval to emplov qualified teacher-coordinafor.- 14* r',
7'. Establishment,of an Advisory Com tittee: ,

Establish an advisory committee to review' the policy statement and th,e operating details for
the administration of work education.

8. Solicitation of School Support: -

a. Explain the plans for work education to the school faculty.

9. Developmedof Public'Relations: ,
ii. Develop a public relations program in the school and in the community:

10. Provision orradities and Equipment:
a. Arrange for office space. clerical assistance and equipment,

I I. Recruitment of Students:
a. Encouilige interested students tdapply for work education'
h. Select the students.

, 12. PmvisiOn of Counselling Services:
a. Explain the details of work education.
h. Prepare the student for placement at the training station.

tr
f')

O.
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, 13. Selection of the Training Station:
-a. Inform prospective employers about work education.
h. Select the training stations.

14. Development of the Training Agreement:
a. Develop a training agreement. '

15. Development of the Training Plan: ,

a Develop a training plan to ensure student progress and adequate learning experiences.
16. Evaluation of the Safety Practices: r

a. Check for pilssible safety hazards to thesstudent.

17. 'Maintenance of Records: .

a. Maintain permanent eliminative records of alistudents in work education.
IS. Establishment of a Schedble lbr Supervision and Coordination:

a Establish a schedule of supervision with adequate time for coordination.
. ,

_19. Provision for Related Instruction:
-) a. Provide related classroom instruction.

20.e Evaluation of the Student's Performance:
a. (lave the student and the employer fill in the evaluation forms.
h. Dscuss the evaluation forms with'the student.

21. Evaluation of Work Education:
a, Provide ibr the 'evaluation of work education-by means of a follow-up study.,

4 COMMUNITY SURVEY , )
"vti,-......4.Before ,work -.education is initiated, a survey should he conducted in the community to. determine

whether work education should he offered. Several good sources to contact are the, local Chamber of
Commerce. the employ melt office and the personnel departments of the area's larger employer. These t :
groups will know the economic 'clima-ce of the comThunity which will assist in determining whether to
continue planning` -,.

g\though the above gi.oups can give an overall picture' o' f the needs of the community. a triortprecise
surVey should he conducted to determine the type and (he number of training stations. A survey form
(seo _page 35) which ;can he mailed 'or usfret.1 by the teacher-coorilinator or coordinator in an interview
should he developed, The latter method, alThough more time consuitng, will be the more usefulThrough
the interview' method, the employer can be contacted personally and possible areas of training determined
and Misunderstandings concerning the emplayer's responsibilities eliminated., This method -also .makes
it easier lbr the teacher- coordinator or coordinator to contact the employer for possible placement of

0 .a student. '

;

- Either method, mail or interview, will need to be developed so that maximum information Om he. .

gathered while using a minimum amount of the elliployer time. Thi, is a must if the full cooperation
of the employer is to be obtained. The1.91lowing is a list of questions: 4,

1 I What is,...the employer's employ inent outlook? Can he hire experi ced, people when needed?
2. Is the employer willing to participate and cooperate in work educati n?

,.,..,:
13 What doe's' he look for in an anployee? What attitude, personal ty and kill is needed for this

type of employment? ' ', (
4. flow many people arc employed in the business?
5. is there union affiliation?. . .

6. Is there coycrage under the Workmen's Compensation Act?
'7. Are there hazardous al-eas of employment?
8. What Are the hiring procedures?

, .

9, Who should the teacher-coordinator or coordinator contact for further i formation?: ,i
° ',,The employer will be interested and willing to cooperate providing his' t le is wisely used; therefore,
do notsend ;I long, questionnaire through the nail. If the interview is tise . it should b,e glom tt.) 'the, ,
rictlint and. businesslike.

RenieMber, not all businesses and industries are equally suitable for us as training stations. One
of the most important factors to consider is the attitude of the employer lid his employees toward
work education The employer must understand that the purpose of work education is to provide a
learning situation for the student; therefore, the employer should provide tie student with interesting
and diverse learning experiences.

I I

41
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.4A-community survey should reveal the foltowink items:
I. Businesses and industries. :

$
, 2. Number of people employed. ,,

1 .
3. Employ'er's attitude toward wi,ork educttion. 0 ,

4. Turnover rate of employees. A-.
.. . ..,-''''5. Future of industrial crowth by Various, businesses or industries..

. --1--.-. - ,

1 Occupational pilbrmation may be obtained from these stAorccs: . ,
,

......,--..
.

1
I. Personal contact. I __....-----,- e

2..Chamber of Commerce. ' '..e.---'-'.

....--
3 Labour organi/ations.
4. Employment agencies. ' ..

.

directors'.

I

.....-r--1-'5, Yellow Piftles (A:telephone di \'' )
6. \:tanitoba elyaile Directory'. 4'4?.

4

-: SOnte Meth'011ti ofcontaeting prospective emplolers. are:
I. Personal interview 1%---N .. 1 4

2. telephone.
....., 3. Publicity (press. radii

41 Written materials . I ..

5
Visits to civic cribs.

supportlir order to AiLLeed..i program must ;start with the'Jull undersstanZling rinddlystipport of the business
community: .1 well plaiined curd ex edited community, sutteyis an importantttp toward gaining this
support. . , . - . .2

. ............,
- . STUDENI' SURVEY .40.4.-

0
,

Th,..necds. .Lsircs and interests.44-thc student should be considered before`,beginning work education
and Lap be LIctermincLI b' a student Survey (see page 54). Results of" the student survey shciutd b'e;

. uNtel mac ly ,i a guiS.bccause students have the tendent.x to hange their career.aspirations perio'LliLally.
Gencr.t1I. it is important to determine the type of training re uirea,*the.rfumber of students interested

\4

and the kinds of occupations in% oh ed. Ii a teacher- coordinator or coordinator hasTteen hired ,at this .

'point._ Irc should Zunduet the student S'urx ey.'lf not. die *gindanLe department and the subject teachers i
. , , ':". . .;11°1dd-conduct it. _.,

IThe suidtrit siii%cy 'Lan he Lompieted. during a school. assembly, homeroom period or,, t1frough the ....wa,,,
emidanLe department. It should he easy to understand and 'complete and simple to sikmma'rge. The,',, .
following list indicates useful types of information: ' .,

.f

I. General' information such as age. grade level, course bf,study. etc. . e. ,

.2 Plissi,ble areas .of training. Provide -a cheek list of the types of employment the community. may .

Wen' *-..

3- Future b.oals following, graduation such as entering employment. getting married, going to college. ..

working for parents. etc. ,
*. . - 6

.
D

.
4' . Decree orinterest fn wore:education..

o t

. e r

tt,

,fi

I"

2

'4 STUDENT IDENTIFICATION c.
4

' 'i
Student selection.js one Abe most eritical tasks the; tedeker-coordinator or coordinattlY must perform. ..

Th.. successful matching of the student to a training station involves the follow ing.consfilderalions. 'the .
student's interests. apititudes. abilities. personality and ambitions Along with thf interests of the parents,

. These factors must be matched with the needs of.thii employer.
.

.

The following is a discussion of these factors:
.., .. . . .

I. Intere.st The student's interest is the most importailt factor when considering placement. The
.

student's interest and motivation can overcome deficiencies.
.

.

2 ..-Ipiroh. To perform the necesyary tasks most occupations require,'arying degrees of special
aptitudes. When the' sTudenes interests coincide with.student's aptitudes,. the chance of success is
greatly increased. ,

3 .1/4/iri tai Learn , Care must be taken to match the demands of the occupation with the abilitk ,
.4f tile student. A dilli'Lult training Station may lead to frustration and failure while an unchallenging
training station may cause boredom and hinder Tperformance. The student's desire to aLhieve can
make up for some lack of ability. but eventually there must be argaliatit: approach to the problem:

4. Pasuniihil Statistic, N show that the majority of people lose their jobs through ,Personality conflict
and poor.attitudes rather than lack of occupational skills. The successful matching of the student's
personality itli the occupational needs is impor.tant lo the success of work education.

;,

l4
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Phsical'Suus The student's size, health and handicaps all have to be considered. The handicapped
student requires a special tiaining 'statiCiii, where the tasks he/she perforps are within his/her
i`apabilities. The tot:her-coordinator or coordiria-tbr should review the student's school record, consult
the school p urse and intervier thestudein to determine any handicaps.

6, School Rei'ords and Grades Past a chi eN ements,snclt its student's perspnal re cord./at data.
'school grades. guidance notes. parent inforntatpn and test result are a general indication of 'future,

1-191-mance: _

' 7. tudent Interview The reactiog, kind feedback from the 'student's interview is the best way to
determine !din) of the ahoy e faclors. The student's reactions Matched with these factors will help
the teacher-coordinator' or cobrdipator to ,placthi student at a training station where he/she is
likely to succeed.
Strident-1:7,iiplover4nterviete The interview with the prospective employi'l will probably.be the
'student's first formal interview: therefore, the teacher- coordinator or coordinator should instruct
the student Ori how to prepare fOr by indicating that the employers will be looking
for the f011owina'

4.

Appearance: . Preparation. .1,, Maturity:
Grooming Knowledge of rtoSition Fra-akness
Posture School record Gansistenej

Vocational education . Accuracy
Work experience. Tact
References Respons
Personal history Temperag
'Career objectives ,,--

4- .

In preparation for the student-employer inters iew the student shotild til
meat applications:- ' .

AGE REQUIREMENTS '

Preservation:
Forceulness
Poise
Sinterity
PersuasIveriess
Sell-conlidence -
G ra m Ma r

,Vocabulary,

tut different types of employ-

Any student who is sixteen y earl of age or older may participate in work education provided:
I. That work educationispffered by the school.?

, - .-2 That work education ceets 41e:equirements as described in this handbook. .

3. That the student iti the school ottering.,whrk education. . .. 1
- Although 'not recommended. a child' w ho halm attained the age, of sixteen may he placed in a
'trtrining. station provided all the requirements hive been Met. A child employment Wmtt (see page
101) and prooNof age are requiredn Manitoba kw a student who is under the age of sixteen. Application '
form for child employment permit (see page 99) may be obtained from , The Manitoba Department,,,

A of Labour. 608 Norquay [Nailing, Winnipeg. Manitoba R3C OP8. .Ijsually. the school principal has
t several copies hand. .a

In addition to meeting the abov e requirement: the teacher-coOrdinalkir And the coordinator must adhere
to the standards and conditions of emplbyment of children is written in The Employment Standards
Act which states: . / . .

0
ti

"Employment of Children? %. . - 4

Subject as in this Act .speNicafir otherwise provided,

(a) no child shall be employed except after a linnet' permit has been procured from the minister;
(b) no child for ftliose employmenn{parmit has been procuredshalltr eniployed otherwise than in ac-

cordance with the posmit or b y anyone, other than tbe employer named in the permit; -
I
(c) no child shall he employed in sic /t a manner, or upon,sucit work or service, that as safety, health, or

moral well-bing, ma y.be hurtfidly affected." , '

i S. M., 1957. c. 20, s. 8.

e

\1 De/toll/on "i hit& means iirerson tmke the lige of to reelt ears, I he Ellipho went Standalea r. ((h pier I. 110, Section I). p 1
2 . flue Ertsphot ',rent Standards Act. ChpIer FL 1 111, SrLtIon 8. p 5

kte
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"Employ,Ment of Children.'

No dub/ Abut/ be mph)) eel in am btakiing! structure, or premises. of am. Abed. or land in \or on
itInt pt. r son is (whiled for rd. niuncration hi an &mph,' er ws hose operations include. as a substantive
part, th, produc mt . manufacluring. c leaning. altering. repairing. or serf is mg of am 'Material.
substancc, attic It mailimeri. or dung by manual labour or hi the use of Mal hmerv. or bt both such
use of mac !mien..

-Siteciat;Conditions:

It is the Kolph,,,r's *tespotisibiliti to (oire that.etitp/oi merit does not ezypo.se tale permitted! to 4rdill)
undlersiable situations.

The pc rout is.,strictli limited to light icog RAW is ithin the phisic al copilot of the permittee and! where.
thee,' is no ad oral or fioteritial (longer 'actor. a

I lit pt r Mak.. %htill not illat..14 traumas( herein intimated he allotted! to is orb alter %p.m. central standard
time on ant. due 0

I his permit is not Iron slerable so asio employment hi. any otheP employer.-

CODE OF ETHICS FOR THE gruDENT
.,

lour attitude is the most important factor in being successffil in your endeavours. The following
suggestions should assist in developing a positive attitude:

I' Contat theteacher-coiirchnator or the coor a itor immediately if you encounter any difficulties.
2 Telephone your employer and ask to tie, excl., -d, in ease of illness or if you are . bleXo work

that messagesy. It possible contact Your employer directly messages are often misplace s

3 13:' polite and courteous to .y ofir employer. fellow employees. and customer..A smile' goes a long
. way towurds creatmo 000d business relations.

4 Ile pronipt for work, ,and ow hen returning to vur training' station after a b\ rea k..,
c ir . .

Listen to and follow Your emiilovers instructs is.
6 Do \ mks best at all times, if you encounq difficulties with the work that has been assigned
, o ,

19 y oil. ask for help.
7 Stav on the job and complete it to the hest of youi. ability and knowledge.
S. B loyal to your employer, your instructor. and,t'1re school.

a. Do not talk -shop- when away from schooV( 1

- 'b. Do_ not "ttossir about personal problems,n the office or at-home."
I:. Do a good job and establish a reputoli9n for being a good worker.'

9.' 13e honest and sincere in all, your endeay6urs. .

10. Ask to be excused if you must leave vily to keep an appointment.

O

vF

1 CQ,D.F.011EIIIII::S.,EOR_THEIRAIN1NGSRONSOR
The rollouln,,.: suggestfolis .,% ill help .1ci oc erconie difficulties and contribute to the success of work N...0

educauon.
. . It.

I . Contat the teacher,-coordinatoi or the coordinator if you encounter any difficuldes
2. Explaim-ihe operation 4.1 he-business as the student Ittequests the information.
.3. Follow the trainin!..,alan'as prescribed. r
4. Assist the student with his/her problern'A.-
5. Be courteous .-:.

6. ConSider the student'' a junior fellow employee.
'. Pros idc super\ ishilcas required for. the. learning situation. Remember is is a learnirig situtation.

. ,s. / so ipoucREDrr FOR WO DUCAT1QN
,

Additional credit need not be granted for work educa arttAillefe_it, is a part of a course for, which full
credit is already h ei o granted. 7' .q

/ The 'L.itralitin_L: of credits fur work iidlication in jobs 0 at questionable educational value or jobs difficult
to superyic should be ay oided..Sch001 credit .t be, eranted for jobs such 'as. telephone solicitation,

l-

I

0

v.

with the student.

111. I tit.1..1(Proit ( heft' I IVS4litliii$ i ll, (

4 e'hihil.mi.l.,pnent Pouts Vo...111.44(111toll?

a
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direct door to door selling;babysitting at home for younger imembers o amlly, etc.-
A written policy explaining the granting of cre0 for participation .in work edit:anon, is essential grid

..basic to the program The student must be, treated fairlt and equitably and the criteria used in evaluating
work education credit,must lie specific. appropriate, reasonable and subject to local school pohoe's..

Attendance at-the training station is to he edunted as school attendance.

,/
WORKING HOURS RE.60GNIZED. lifift SCHOOL CREDIT

Recognised Hours are those hours that, fall wirtin the school da\ or as set and supervised by the
school. -

If a student enters into a private agreement with an employer to engage in work during hours other,
than those hours specified in the training agreement. the student shall be subject to all federal and
provincial employment regulations and the hours worked shall not he Lounted toward wort, education
credit.

TRAINING PLAN
Preparation of a training plan (see page., 75-97.) for each student is a valuable guide to the

teacher-coordinaior or coordinator in determining what types of instruction the student will,reeeive at
the training station and. in the classroom. The plan should -he del. eloped' Looperatively by the student.
thg subject teacher, the training sponsor. the teacher-coordinator and the coordinator by\using job
analysis techniques. student progress reports and other medi:i. ',

,i A The development of the training plan should begin when the employer agrees to participate in the
work education During the seINtion of the training stations. the teacher-coordinator or the coordinator

Iwill determine the learning activities available in a particular training station. ..,.

I iA sound training plan facilitates matchingg the student tvith the training stations and contributes in
large measure to the success of %%OA education. TeLhniques used in developing a training plan Should

be adapted' to meet specific situations and educational objectives.
Guide for Developing the Training Plan'

,

In pteparing dtraming plan. the teacher- coordinator or the coordinator should:
,1.. Explain the purpose of the student's plan to tqtiainifig .sponsor and the student. ...

2 Make an anaksis'of the student's chosen occupation to determine the competencies needed for success-
,, Jill empldvment,und advancement.

0 1

3 Determinr whether the competencies can best be developed through classroom instruction, training
station inserktiom or coordirted classroom and training station instruction.'

4. Determine.a logical sequence i n which the competencies shollilloyed.
5. I'repure-tliCtrainmg plan.

.

' A well prepared training plan should elimiiate'the pos.sdnla of placing a .student in a job where the

s.

\

learning opportunities are,limited.

k, f' SELECTION OF THE TRAINING STATION I

Locating and approving' the training station's are two major funtions that the leacher-coordinator
or the coorqinatir must perfbrm. All businesses and industries are notAppropriate as training stations;:
and all employers or'employees are pot suitable as training. sponsors. The;teacher-coordinators or coordina-
tors must evaluate the potential training with tlitl employer's needs and interests. The training station
must provide elle' environment and the .training in job activities appropriate to the student's. career
development and Mated 0 the objectivesif work edui:ation. , . : .:

The ti!sacher-coordinatot or the coordinator should consider the following list of suggestedvertinent- :
.:points,when.selecting a training station:

, .. .

I. Does It stress education ratherthan w ..:.ork? ',-. .., v. -
'2. 15.5.ols it have safe.working condition0 :,-,,, .

. , ,
...

,,

3.?Does it 'provide a wide variety. of experiences?.0. .
4. Does it have ade,quate supervision? .

.. ..,
5. Js it ace essible' to transportation? <

.
,

,

. 6. Does it lead to realistic zind,stable.employment?.';

.77 7

I State Department of Fducanon, IlitrylhonA for fillninisfraturs rind ( ourihnarors of ( uire tit n I:dui-doom De p-artment Voyatsonal
Charleston. West Virgrnta, 1411, p 25
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. ,

7. Doe/,It cituply with all federjl and prigvincial labour laws and union regulations?
4

,
8. rare its employees members of a umona?. .. ,

9 Does it involve sllift work? -
0

10 Does it offer Workmen's 4Ziniriedsation?, .. , '
I I Does it ofter oppoituntties for ad.,,katicenkent and for din elopjng the students abilities?
12 Can the'student's interests..aptitudes.''abdines and career objectives be mat 'bed with the objectives

-} of jhe employer? :-
.

,
. .

13 In the. teaLher-LooralinatTsr's or coor'dinator's judgement. w ill the employer" he able to eoMply_with
the terms of the trail-ling plan? . - a1- t

14 Does the 'Work situtation allow for the rotation of.the student from one task.to another as-he/41ie
becomes proficient Ili a particular area?

4

1)LACEMESI. IN TI I F. TRAINING STATION
Inc plaLe mem Of a student in a training station must .be liandled individually and carefully. Placement,./ .an determine w hethepathe student will progress toward a permanent career commitment, and also it

Lan kivtanunc whether the LooperatinA.Fmployer will find work education meaningful and eontunie\ to support it
, .

...
6A' not an'empt to plate a student in a gaming station until the Jeacher-coordinator or the coordinator

has deteimm&I that the student meets the standajds of em ploy .ibility , that the prospective employer
understands the educaIional, aspeLts of work eduLation and wishes.Jo,Looperate id the learning process.
!Mlle employer so jesires.-allyw him to chaiO..., se the student he is willitig to train,..

Stud'ents enrolled in work experience should 11,$;, placed at a training station for relatively short periods
1,1' time Tie apparept rationale for the srfort periods of work experience is that the student need not
in x est a great number Of hours to comprehend the nature and the `demands .iif the occupation. The
,tudent Lan Inca su're himself herself against, the ocLupation in a relatixely shun time mat may try several.,
short term experiences during the year. .

,

Students enrolled in on--Ak:-job trainini,or Looperatix e.vvork education may bp., placed at a training
station for longer periods of 'tune. possil;h one or two weeks per,.9cLasjoil. The students will memo

...."more intensixe training and may be in olved priiduimix e work under close supervision.

The suggested Iugimuni time; for full-time placement at a training station is one -half day and the
maximum is two A.,:e4 The limber Lennie, that a student is .placed at a training station varies-with
the, object's es to be achieved. . , .:.,

The student in sx.Crk education shOnld refurn Jo the classrooTh for instruction in related.classes in ,,
which he 'she can disLuss his ler,,,experienLes xuth other students and engage in reading and learning .

AM ities that prox kit: inform:mon and unqvrNtantling. about occupations. 'Without earful super ;, ., A..inl organuation of the related learning eletielices, work education cannot be presumed- to be part. .
, .of the-school-eurriculum.-- i ,

.. . ,,,, 7 , .
' Tea,,Lher coordinators and Loordinatis should he cognizant of the-fact that work edUcation. A a part -a- , '' ;

Of the school cupiculum and thAt ttiere musebe class time to ensure aimed jearnirig.
.

- .

1

,,

The maxinium number 01 students employed by participating employers at any given time,could ,,
a 7, 1"-bi: restricted as follows: 4.

At. One student where the employer's work force comprises,up to %employees.
.2:7 Two students w here the employer's work force comprises' 6-10 employee§,..f _ .i.
3. Three students where the employer's work forge comprises 11-15.
4. Four students where the employer's work foremomprises.16-20.
5. Five student-% where the employer's work l'orct comprises 2'1-25. ,,,'--,=:

., . , - ... .
-.

.6 Where the 'Lmployer's Work force exccells..2.5 employees, the moimum number of the students, , . vat any given 'time should hot exceed 15% of $he employer's total'work force. ,,_

,

onlyStudents may bk. transferred.transferred. from a traihni , statio n 'after consultation with the teacher- coordinator
or the ck.idina tor. -,:t ,:,

e

. Transfers \in not be pude without a vali reason. ,- 1 . -

a SUPYRV.I8INGSTUDENTS ATHE TRAINING STATION
..2 .."- ImMeLiiately after du: Alden' begins training the teacher-coordinator or the coordinator faces

. . .

responsibility Of making supen'isory.x 'sits to the training station. Theiobjectives.of these visits are
I. 'id p4rcOnie initial problems. .

.-2. *Fai assist the student and the employer.
3: To proyide,guidance and direction. -,. .,vo,.

21'
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o

4. To determine the progress of the student. I

5. To evaluate the work education projects. .
Scheduling of the'se visits is crucial to the success and the de;s elopment of wOri, education. Initially

the teacher - coordinator or the coordinator should visit the training station informally and frequently
Jr %Into periods of ume preferably during the first w eel,. 0-the project. Following these visits the
teacher- coordinator or the coordinator should cooperate with the studimt and the employer to set up .4

a regular schedule ror future supervisoryvisits, f . c

I t must always bc/upyermost in the teacher-coordinator's .or,, the coordinator's mind- that the student
must he progressing in a ecorijance will? his /her coi.N.e.tzl..Laudy and the training plan that has been. .
developed between the school and the employer. .. , Co

.
Tlie follAing steps may assist t eleacher-coor'ilinator or the wordinator in supervising the student:

A. Ifemir-the step% to carry oii he superrison.
I Construct writtq Thrills for recording-information gathered through supervision.

a. Report from the training station.
h. Form used by the teacOr-coordinator or the coordi nator.

ic: Forms I:or permanent records.
2 Make arrangement% wijJf school administration for ample time to supers ise,.and coordinate work

I education. .
3 Make iire the student understands the plan an-dilie.purpose of supervision. _,,
4. Plan a visitatioaschedu , ..* ..

5 Diseu%s u i the employer he plan and the purpose for the teacher-coordinator'sor the coordma-
,. ,., tor's visit. ',.. 1. A '
6 I iicOrpe.qr: ethe following.point% milk the plan for the sisitation and supervision schedule:,,

a. cho e advapageousAime:
--..

"lb. Ado t a casualinwithil4.`,- i
C. M a k ; appointments with.the,proper people to discuss the student.

:ed. dlisi. Ohe student,e4tiilly..,Y*
c'e. Note ti4generil attiindepf th,other emjiloyees 1 the student.'.' f., Encouraii,e the advadcemenl` n'tOmudent.:,

%

t.- ti Went' 1' the ppssibility or wing he irionjiig station I r fliture,plaeemint.
'*Sifinnui ae the data atterrepvinOe place iif:euiPkiyn nr:'' .

. 4"-rSecuri?, wnnecrirepprt on thefstudenes.progien at re larinterVais.
'9. Mahe:, a Rdilnincent!siecord or kiii; snsits. °,,.., _ ' ,' -. - . ,

- ' 10 ,Dicuts the: evalup ton with theAudelli LOottlii as I, ss ble aftdr the supervisory visits.
- - . I I. Adjust tliGeourse t%dv to mc2a,t .`changes in,jotr i'equil'-ements:. ,. ., .* . .

J

13. Evaluatethe enviOnliient at the tfainiau Makin'
-%

L. litItermine the pro of the tfaitung latio. to tVaining.plari.
2. bigeovt,,r 'rale studefirs-7eliedtittiiiitts-Va*e4..oftlie.; liPTC9Yer.

ae

Acertainif tlfj stir-4011 is under surrer4isiatis'.6C aq-tililifieapersOit during -his/ her stay at the1, -
trill,111112. station. - ,

4. Dirmine the sincerity of the employ: 1)r regarding Me trainiitrof tkestuderit..
,5i' Assess flic adequacy of thefacililles. tRestrooins,saRty deNfic:es, etc.):

-.9, ' '-,-

.1`he'ieacher-coordiRator Orithe ctiordinatbr 'shOuld be- friendly.,4ith :Ale employees in the busines1
or inclullv Work education NI1OUld be'eXplalned.1))-the emplayeeto,assuretheir complete understanding
of the training agree nien.t. .. ' 4,-. -. .

Common send and tact should be used by the kencher=c'oordinatot, 'or the coordinator at all tunes
in the'sUpervisiOn 61. the stadent at the trainiggi le should take. care to visit the tramingstation

,,-,.

when it is convenient to talk tot the,employer,and n_qt at peakpfoduction: tMieh.-Tookmuch time taken
to talk, with the student could mine animosity between' the,,employer_and the teacher-coordinator pr

'the ciVOrdinator. Cafe should he taken to. avert this- type of situation,The:empld7r expects sand hasp
a ri;iiit to the student's time in order to keep upTroctuction sclieduljs. ,.. ..,7', . .

thete4cher-coordinator or the'coordin,Uoi should 'contact the employ'er afst,when making a visit,
if at all pOssible. and see heirs again wheU leas ing. This is a.ci.'ininion courtesy andAhe teacher-coozdinsakor
or the coordinituir. should he most careful in this -respect.' Good public_ relation, at all ties are very
neeessary, and *the sucerlisory visits artk..'one olthe best opporttipities to impiove these relations. In

,.,
the majority of cases.

4 Ike employers are glad o cooperate with. the school? They feel tha it is a part
of their civic duty and are'proud tif a successful student. : ' '-, : .

s -,
',. Visitation should be left to the te,ichertcoordinator s or the coordiaator's discretion.

-4 ' . 1.....'

r
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EVALUATION AND,FOLLOW:UP
Success of work education is dependent upon continuous evaluation. Evaluation by the student, the

parents. the employers and the ;ghoul personnel provides s 'a more valid basis for change. One Qf the
in'ist convenient methods is to obtain written- evaluation forms from the student (se,e page 125) and
tli'e employer (see page 123). These fu/ms should he complied after the student has finished his/her
tt'ia mine in the minim; station. _

\ more comprehensive evalliation (see page 133) of work education y tumid he undertaken by the
sdiool principal with the assistance of stall;members and other' knowledgeable people.

The purposi: of a follow-up is to determine the usefulness of work education not only toahe graduate,
h it also to his community and society. Two main.adeas of a 'follow-up program should he the value
ofw ork education in relation to the work in w high the graduate is presently employed and the improvement
of present and future work education in order to make work education more meaningful. Follow-up
studies when utilized properly w ill serve as a schide for indicating the value of work, education'in
relationship to the total school program.

\ mailed questionnaire is often used in conducting follow-up studies (see page 131). information
earned by personal contact with the friends and the relatives of form!:r work education students may
he used in follow -up stugs, .

4 FACTORS-AFFECTING TIIE SUCCESS OF WORK EDUCATION
reacher-coordinators and Coordinators should he aware of the many facto villa affect the success

of work ediwation and should take positive :tenon to insure irowth and a eptan e of work edueatio
1 he following Aire some of the factors believed to he essential:

I There must he .1.s stem of pros 'ding information on work education to- schools. husi less and
industrv. .

..

. .
2 There must he cooperation with the principal and his staff to schedule work education students

that will permit the student to attend his. her minting station andfulfill the requirenients of the
training agteement.

. .

3 There must he cooperation among outside agencies'w1uSse influence affects the success of work
education. 1/4...i r r-, . . -

4 Good working reldtions
.

must he established and maintained. with the provincial Department of
Labour. cs 6

,11

;reacher coordihators and coordinators must cooperate in establishing and utilizing training star?oris. .
particularly-with regard to the small high school: '' - , ;

': ; . ,V
0 There must he considt:ration to protect the interptsof thti'emplopit, w;ho provide5aes

instrUction, facilities and supervision. ' 6.. ` .4
.

,.. '..,7. Thereautist hi: assistance and ,coopera t ion .1:roni oru.iitized labours .,7...:,-.... -' .., -..,:zfe. :,
s There must be close observation of proririttalf,A.v.to etiahle'worl,11.14itgalion_to rtitisindOthly. -,....-- a.* , - ..... ,

particularly' in regard to hazardous ncetipat,ions and foocl.setv,ict..esi.thtslutufntk.,,Aliere euittrig.
laws for alcholle boerages-A-e in Citeet. ,..:.) :

and
-.'''.; 4-3.::: : ''''' '..!kt:-.'::' '?4?: 1:' :

,. 4,;.`

9. Supe nor methods of et)ordrnati;10 intim be.cleveioped",::::. . .., -1,". :s Ne `;'...!. _...,
In Pier.: must he a careful ,utaduaiess to prf..4de for (oililijil111`115r°i'tPlie9t

iti Iti°:lik.
:;_,

education. ,

.7, .7.e:
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/
RESPONSIBILITIES OF TILE DEPARTMENT OF EDUCATION

The Department of Education assumes the responsibility of Workmen's -Compensation coverage for
:111 tudents of work experience, on-the-joblraining, and cooperative work education. Approval in writing
tiuNt he obtained from the Department of EdULation before implementing any phase of work education,
Work education offered as part of the vocational, program_must be approved by the Vocational
Education Branch,.

_Workmen's Compensation- Act -has -been antended as follows:

"Compensation for person enrolled in occupational course 37'
.

.

I person who is enrolled in an occupational education course uffere"d ht the goternment or by a school
'district. school division or, school area under The Public 6 olds Art. and.itho.,_,As part Of the.course
perffirnis worik_ for another person engaged in a trade. In aess or industry. but is notemployed ;bp
that 'other person. shall, for the purPoses,bf this earl sand Section 95. be conclusively deemed.to be

-a workman in the employ of the government and his employ-them shall be coaclusiily deemed to be
the performance of the work forahavher person."

.
. . s

. En: S..M. 1971.c. 46. s. 14

t
"Income in case of disability.2

Wheri a personal Injury occurs to a person enrolled in an'occii panonaleducation course as mentioned
in subvation (4) arising out of and in the course of his empkyment, compensation payable. under.this Paii shall be calculated

. 41
. .

. .(a) in respect of temporaiv,dhability, as though he Has steadily employed at the maumum wage rated
then prevailing wider the law of Manitoba; and .

,

,. -
,,-.

,.

(1') in respect of permanent total disability or permanent partial d ability. as though he was steadily-. .
employed ,hith the InaliIMMI )CaTil earnings permitted for cal dation of compensation under this/Act::

En. S. M. 1971. '. 46.S. 14
a _ ,,

I. .
.a.

"Rights under subsec. (4) in lieu of other rights? . , . . #

The right to compenstion provided by this Part to a person enrolled in an occupational education
° course as mentioned in subsection (4) is in lieu of all rights a ii4 rights of action, statutory or Itherwtse,

Is Which -the person or his legal representative or his dependents are or may be eatitled aeamst the
government and.the person for idiom-the work is performed, or either of theth,gor or by reason ofy personal injary,jo, ofdeath of the person 'so enrolled occasioned by any accident which happened
to Iiimarising out cf. and in the course of his employment, and no action in any court of law against
the govermnent4r the person for whom the work is performed lies in respect thereof:. , 0

4 i- ' " En. S.M: 1971, c. 46, S. 14,'.....

lt7S;;V. 1:77.97, s. .). 5; iCTS:1371:7959 (2nr ess.,) c. 74.1
(Ini.S.M: 1971, c. 46, s. 14. . - -
Am, S.M. 1972. c. 46; sf. 34 .s. 35.

.

Of particular interest to students and teachers is Section 4(3), page 5 of the Workmen's Compensation '
Act which states: ' .

.: .

"Ng .Conducti . x

0 9
.. . '

a .
oWhere the injury is attributable solely to.the serious amkjlful misconduct of the orkwan, no compensa-

tion shall he payable unlem theft:jury resold in death or serious or permanent disability."

. . Am. S.M., 1904 (1st Sess.A c. 74s 2. ... . 1 , .,
,,..."

4, Pertinent points that should be explained to t)ce students and teachers arse: .
s . '

I Workmen's Compensation covers medical costs which are.direetly attributed to an accident which
occurred during'the hoofs and days specifi in tht training agreement for work education. ..

2 WorkfnCifc ompensation replaces any I ss of income or any potential loss of income. Benefits3 . .are provt case Of partial opermanent disability.
4...1. *

. ,ttte. ,4,

.I The WorAmen's Conymualion A. r. Chapter W200 of ;hi Continuing Consoluianon of the Statutes of Manitoba. 197f).. p. 36

-

2 Ibult
1 % r .

\ ,3 Itiol. ;
. .

..
.

4 The WorAnten's Conipensanon Ace, Chapter W 200 of/the Coutinsfeng Consotulattun of the Statutes of Manitoba. 4970. p. 5.
s.`i

r
. o _
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a. i : .-. ... . ...roar.-.,--. a3, The Workmeh's Cinripensation Boird adjudicates. each 0tint 0n the basis of the E.mployer's Report
of _Injury or, Industrial Disease 4see page:115). lt12.l44uplor's Report of Injury.,dt. Industrial

.....,Disease (Nem 2) must be filled ift colitpleKb:.and,a curately.
-". .. NNow: Not all claims are accepted. .- . - . 4

4 When a student is' injured. he /sbe shOtild report immediately to the supervkor at_the placekof.4. .-

vvork,and obtain first* aid. The student must make a full report (see page 1 I 1) to the.s , teas.ehertcoordinator.otthttoordittatorlis soon as possible _lt---- 2 . ---.
,i, I

.

fC The student mustinform the attenclingcfoctor that-lie/She is Lovereti under %u1 rkmert's Capensa- . ,
tion. ("Doctor" includes chiropractors and osteopaths.) ..:9b, '-it is impirativ e to emphasize to students and teachers the need for revortingaccidemtsimmediately.7
If RI doubt, it is better to fill in the Employer's RcOrt orinjury or Inclustriarisdase el, en.though
ttie student may not .feel that it is necessary at that time.' The Injury may reoccur at a, later, date 'a

. , . - i ..underdifferent circumstances. ..-
Make stire that all students are fully . informed, of the *coverage. available under The Workmen.

s
Compensation Act. ' Ir. ,

.'
.

"'Now Worknten's Compensation covers,cinty thuse activities related to work education wiiich could
be deemed necessary or compulsory. Other e'x,tra curricular activities are not covered. ". r , .' '

1, Form 2.. the Employer's Report of 107;1, or industrial Disease, is to be c.oinpleted 'in duplicate
, ,: in every case where the injured person's requires 'any kind doutside help or believes .here may

' be trouble in the future. It is to 15e completed, ") whomever is detignated bythe.prinripal sand-
ev ery question must be answered, fully arid completely. Both copies of the form arse to.-fie signed
by- the principal at the bottom of' the page and -for,varded to Mt. G. D. Roberts or SA: r.-fetcr, rWilby. Department of Education. 1181 Pcirtage-Avenge, ..Wiiiniregi--R3 01189. who have been i....0. .!designated as gigningofficiats for the departnient: -',, .' . . '1;410'

9 Whenever a student has .been 'away from school or the training station because of an accident, - .. .
a letter should. be sent directly 6: The Worknten'fl Compensation ,Boaid. 333 Maryland Street,
Winnipeg, .R3G .1M2. Attention. Ntr. A. H. Cross. dthising as w the date the student re:wined I.,a r ani , ,,

:`. to .schoo) or work. . - . 4 ..

10. Teachers are not covered under The Workmen's Compensation Act.-
RESP.ONSIBILITIO 0011'1-1 E SCHOOLJBOXRD

The schodl_board can assist work education by giving their' approval and by :-
1- Providing accident insurance for students and`tzarhers on a voluntary basis (set page I 11).
2. Providing adequate liabilityinsurance for teachers and students. , ,

,...
3 Providing )Workmen's Compensaiionfor teachers who are officially; visiting work education students\ ' at the training stations: 4 .

..

4. Providing necessary financing 0 adininisterwork education.
. . .

. . _:.

... ..c."-

,.

.

5fEmploying qualified teacher-coordinator(gl
6.___Employing_ quali fi ed word i n a WO).

.
. ,. ,

....,
./ 7. Approving opsrationalbudgett fdr work education.

8. Aisting scheols in preparing and.dr,afting local poli-ey. . i, _,4,.
" ,. 9. Providing !Ara-laid to its employees. . .

N' i-
10 Being awaitorthat if transportztion is prov ided from the.school to the frani.ing, station fo'rtIld student,.

4'
on work edUcation, then,lhe board. is responsible for the actions of the driver, who should be i

- .. '''' ,. adequately covered byliability insueance. - 4
NW. If thF-student travels to his /her t 'fling station directlYfrom'hvmq, then, the boa 's liability

. ,

, is no greater than when the student is t aye, ling from home to,school bytublic transportation.
... .-. ,

School Nards are exempt from liability fOr a idents,in certain cases. . ......--- -,.- .,
. 9r ...-----,

1 / . .0 . . C, '.
-Exemptid4 for liAility'for accidents in certain cases.1 ,.: - :, .

"An"). pupilipttending any course in teduziag or vocational training as provided In section 156 shall.
be deeined ip,have gccepted the risks incidental to the business; trade, or industry in which Ire is being
InstrNed or trained; and, if bodily injury or death is caused to any such pupil dring or as a result
of the course, no _cause of action for lossiOr damage suffered by reason of the bodily injury or death
apazies to tliepupil or to any other persov, .-.:.

. , (a) against the.school district or any of the mistees, if it is shown that; after making investigations,
,, . trustee.Lbelieved, upon reasonable grounds, that the persqn,pith whom the pupal was- ---s

a. dify

t- .
'

'V 4;i he PlibheSchoo4 Act. Section 2.78, December 1970, R.:130

24
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C.

. ' ,
..

. 'placed its competent to give the instruction, and that his plant and equipment were. such as to
provide reasonable safeguards againy injury; or i.,

.
-

;..
giving

_ .
(b) against the person the instruction t his servants or'agents, unless' the bodtlxpyury ar dealt:

of the pupil was caused fir contributed to, b) the negligence or the miscondu't opheivrson giving, -,

the instruction or his servants or agents.", s'.. . . 1

R' S.M., c. 215, s. 260; am. -. r
. ...-. /

4 v ---,--- RESPONSIMEITIESOF THE SCHOOL-,
The school principal, the teaChercoordinator, the coordinator and the-student have certain respon-

sibilities im organizing and developing thFeducational aspects of work education. ,
1. The School Prhieipal by: . ,

, e

a, Making work education available to all eligible students if work edUcation is a part of the school
program. ' . ., ..,,

b. Appointing a staff member to the position of teacher-coordinator. , / . .
co Appointing staff members to assist the teacher-coordinator as required. ,

.. d. Providing the teaCher-q,ordina tor with adequate time to cart out his duties. .

$ froviding for the distribution of work education promotional and instructional materials.
f Arranging for the teacher-coordinator to attend,meelings regarding work edu ation..
g.' Ensuring that all routines and regulations pertaining to work education-are tiered to.
h 'Ensuring that all the students and the teachers,participating in work cduc tion are fully aware

of all regulations pertai4pg to work education.
i, Ensuring that a-student is not placed in a hazardous work sitLation, .,
j1 Being awarc of the activities of his staff. '' \. ,.
I. Ensuring that the -students and the teachers are covered by accident insurance '

2'. The Teacher- Coordinatof and the Coordinator by: . ,

a. Becoming familiar with th hilosOphy of work education. ...

h Emphasizing the importance f vocational exposure and career investigation to the student.
c. Suggesting assignment to cor to the school subject with work education.

. d. Providing liaison within the scho and in the comtnunity. .
-c. Distributing forms and other published information.
f. Consulting with the subject teacher regarding the lttident posting. . . , ,

'Note. Each teacher teaching a specialty subject to that student, Must be consulted regarding
IFthe student's posting. All placements

.

must be confirmed by, the, teacheis concerned.s --
k' ,. wee.:,g. Processing all the forms relating to woreducarton. . '

h.- Visiting the student at the trainingstation as time-permits:
: , -.-:

i. Maintaining records and forwarding information asiCques ed. .-L. ,.. _,,

, btk,- , j. 'La:eating traiiiing slations.. . .
. - .

k EnAiring the the student is'`adequatelY covered b' Workmen's Compensation and personal
_

accidenrand liability insurance. ' -,:- .- It .--1' -- :- A'' . .-: .
Ilknsuring that tfte ieacher:coordinatorRr, the coordiipAor is adequately covered by liability and-
, accident insurancOee Page.117). 4- ( 1_ 4 0

m Ensuring that the parent and the .student$, are ,aware of all aspects of the training plan and . ,,t.. -- - of the additionatrisks which migli.be itivoh;-41.;: ,._...41_-:- -Al,- ,- -4,----7.---..--,::.t., - -
n Ensuring that no student is placed in a training station that is not cdmpatible with his physical

condition. ' ., A - ., ,.,
' o Ensuring that therewill be cbotdination between the eachei-coordinators and the coordinators.. .

p. Ensuring cordant eyaluation Of work eduefition. ,:,, ' 1 V , , - .', ,,,v ..:*

It should 6c noted that the Manitoba Teachers Society arries liability insurance for its members,' , . ..,t4
fort ontraitual liabilities, property dama'gesand,bodilyinjuries.arisitlg out of:school or school-s onsOrcil,., .,.._4,,
act Vitils extept*Wbeie the liability arises out, of 'the, operation of a self-owned automobil . If the _
teacherkoordinatofor the coordinator is. oing his own automd,bileto transport other teachers or s udents,

1
he shouldobtain adequate,iiiird-party liability,insurance coirerige. -

. ----..: .--,---,--,---4
. ..,- ..?,-, . : ,..

( - , ,.t ,.- --:

k.' Evaluating .vork eddcation. .

. ,

-



,

The following, paragraph appears- ih the Manitoba Teachers' Society Handbook:

"LiabilityJMurancei -

The Society's liability insur'..inc polic) provides coverage up to $250,000 per member for claims arising
-41% from contractual liabilities, property damages and personalpr bodily ityuries arising out of school

or school- sponsored activities except where the liability arises out of the operation of a self-owned
automobile. Therefore, teachers nho transport oilier teachers or sll*Nts, either gratuitously or for
compensation,shauld (a) obtain adequate tii,ird-panty liability insurance coverage, _(b)_notify the insurance

`gait requOting overage for occasions then the) transport passengers (if the vehicle is used regularly
to transport passengers for pay, the.comppny may require a passenger endorsement at an additional
premium), and (c) in case of accidents in nhich passengers are injured, notify the agent, the employing
school hoard al The Manitoba Teachers' Satiety. All claims, *miles and reports on situations which
Might result in claims should be directed to flee Society's central office. The insurance pays the costs
of an incIsligation, legal defence and. if damages,are awarded,-the damages up to $250,000 for each

--1; 'claim. ,

Principals and teachers may be exempt' from liability for accidents as quoted' above Section 278
of The Public Rhoolt Act. However, this may.baveto be decided in a court of law.

MI%

3.. The Student by: . - '
a. G-trieral Responsibilities . . .

b (I ) Introducing himself/herself formally to the appropriate people upon arrival. ,
(2') Thanking the training sponsor and the employees at the training station for theirassistance.

and Cooperation. ' ..b. Routine Responsibilities
.

(3). Obtaining written parental consent to particiliate in. werk education.
(4) ProViding proof of adequate medical insurance coverage.
(5) Providing proof of age. This proof of age must be any of the following in order of preference.

(a) Birth certificate
(b) Baptismal certificate
(c) Bible record

x
.) Note Birth certificates Lnay be obtained, upon application from the Office of Vital Statistics,
' Room 104;Norquay Building, 401 York Avenue, Winnipeg, R3C OP8.
(6) Being willing to purchase school insurance at the request of the school.
(7) Providing his/her 'own transportation to from the training station.
(8) .Studying- Sectitm 5 of The Employment SafetyAci.which states:.
t

"Res ponsibility of.employees2
A

Evefy employee shall . -4,-'
(a)Jake_all2reasonable,and-neceisary_precautiOnsito-ensure-his-own-safe

of his fellowemployeesduringifie courseof his mployment; and

(6) at alktbnes use all devices, and wear all articles of clothing, 'designe
his protection thid.fitrvished to' him by his employet, qeieqUired to, b
by him under this Act or the regUlations.",

;

S.M., 1965,- c. 24, i: S.
1

. -
(9) Studying TheEmployment Safety Regulations under The. Employiiieni

states:

"fersonal Wearing APparel3 , . .'- ,

A workmatshall not wear personal wearing apfiarel oY. a type acid 'conditionth\at would
expose him w uttnecessary and avoidabletlrazards." . A d,

o
"Where there is' a danger of possible contact with moving parts of equiptheni the* workman.

. shall .,.. ,'
,r

(a) wear clothing that shall fit tightly about the body, especially around the week, wrists
and ankles; - \ 4

%

A
.1 .

.t

and-the-safety

or ihtended for
.used and worn

Safety Act which
4

...% .
, ...-

: Alt

3 The Employment Safety Regulations, under The Employment .Safety Act, .Chapter 24, Statutes of Manitoba 1965, Sections 8.80.,V32,
8.84. p. t I. . .

I

I. The Manitoba leachers' Society 13.74 Handbook, McMaster House: W' innipcg, Manitoba, p. 24. .
2 The Employment Safety Act, Chapter E 90 of The Continuing ConsolidVion of thoStatutes of Manitoba p. 2.

26 ,

ti



444

1,

.. K.
t . i.

.

(b), not wear dangling neckwear, b,- racelets, wiistilatches, rings or like articles that t y ' --r-,
. .

.,. - 4present a potential hazard to the worknien7 ,... ., , ,

"Work people whose hair is long enough to become entangled in machinery shall wear .

adequate hairnets, or close-fitting mob caps.",.
-

kir i
RESPONSIBILITIES OF THE EMPLOYER . , . ..

The employe,r must understand the responsibilities and .condi
,,...

tions regarding his_participation_in wof,."...

.

education and_be willing to assist the:school by: ' -, I
, I Ensuring that his place of employment conforms to The Employment Safety - Regulations and

The Employment Safety ACt. , .:

2 Giving adequate instructions to the student in the proper and safe use of any equipment the
student might be asked to operate. .:iiir.:.1 .

1 Providing a suitable training station in which the studed can p.articipate and observe in accordance.
with his training plan.

4. Arranging for participation in work education without replacing paid employees.
5. Making suggestions to tlie school regarding any changes in course content. .

6 Informing the student of specific safety and fire regulations and other routines, and ensuring that
tic /she wears the proper safety equipment. . ,

\
7 Accepting only a student whose dress, grOoming and deportment meet company standards.
8. Providing adequate insurance coverage for all his employees. . ,
g Maintaining an attendance record and ensuring completion of the student's evaluation form.

10. lYist.ussing the values of education in hisher chosen career with the student.
-II. PrNding information on the specific type of business or industry in,which he is engaged, .

12. -Reviewing pestion 4 of,The Employnient Safety Act which states:
' -..

"RespTisibility of employers' .
Every employe" shall. : .

(a) take all reasonable and necessary precautions to ensure' the safaty of his employees 'luring the
. .

course of their employnient; i,,4- .
.

0)) place and maintain in good condition adequate fences and barriers in areas of danger under his._...,control; _ I

.( r) play(' and -maintain in \good condition such guards and safety devices on equipment as maybe
reasonable to make the equipment' as Safe-as possible; ',,,,,''" ,

. _ ,-,
.4,=4-

*0 adopt and practise procedures and, techniques- designed or intended to prevent or reduce the risk ,,,.of it to etuplgyees;and , ...-..,

. .
. _- -

4,(e) post, and maintain' lir a clearly legible' condition, signs and notices warning employees of known
. dangers. "A ':-:.

-
--,,,

a

c 24 s 4 _ _

RESPONSIBILITIES OF THE COMMUNITY
The community has an inverniint in the vocational education o ng m neducation f its you people,.therefore,:cop ''\7.i 'Hy

..,

citizens have the responsibility to provide for the. youth of Manitoba ,the_bestin,edhcational.opportunities.
In respect to work education, community members

Assisting
as individuals can help by:. . . .. . -.... ,sting the teacher-coordinator or the coordinator in locating effectivoraining stations., ... :,

1-2. Promoting and-publicizing ihe work,education concept.
Tv Involving their service clubs, church otganizations,"wdmen's groups, professional associationg,:and .. .

tia.. bminess-associates in work educatioo;_either as participants Or as promoters. _ .. , ..........,...,,s4..,!-
4 Fording interested -atea group/ to'advise and assist the teacher-coordinator or the coordinator.. .

5 Supplying information on part-time oF easpOesn1P14pt to,the; teacher-coordinator or the coordina-
.tor. , , . . .

6. Providing-training stations in volunteer or charitable, organizatiqns. .

,e
4.4

%.'-: Z- '.:- %-1

The Employntent Safely Ad. Chaptcr E 90 otThe Coott,pumgconsoltdation of tbd Statutes of Manitobta, January, 1971 Section:1, p.2.
_ .t :e

P. '
t . ''' 27

4



o

k\ RESPONSIBILITIES OF THE FAMILY
The, family can assist in organizing and developing work 'education by:
I. Supplying MiMitopa Medical Services Insurance number.
2. Approving the application /consent form.
3. Becoming familiar with work education:
4. Requesting a alternative training station if necessary.
In summary, _nt. ny of the ansuers_to_,questions of liability :on the-Tart-of the student,_the-employe, ....._

and-tlie school divAlorior its servants rest with legaa:ounsel.
.:.

0
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PLEASE PRINT'
,

Name. of Business

AddEassi

SCHOOL LETrERHEAD STATIONERY

COMMUNITY SURVEY '

'

. SAMPLE

Person Interviewed -

I. Do you lucre difficulty in obtaiiing trained personnel?
,

Yes - No

II. Do yoi. havii openings for trained: (indicate umber)

Part-tnne employees? Y e(__
.

emplo9ees? ,Yes No-
.

111. Wobid you employ trained vocational graduates?

I '1

4

2

-
'Phone

Title

..

S

A.
" Possibly No (list actual conin-tnts oil reverse side with,any, .

special employment factors.)B. Numbes of Students:

Male- Female

C. Types of .iobs available
. . .

I.

3.

5.

IV. Will-you have future need foftrained Career minded people?

es. No

4,

6.

If so, indicate the number required:

Office Positions

Sales Positions

Technicians

Repairmen

Craftsmen
o

/ Part-time

V.. Are you willing to participate in work education?,
Yes

35

.

.

Full -time Male Female

a

'

f

4 4

. <

35



5 , z

PLEASE PRINT

, Training,Stalion:
, ' _Location:

Manager:

SCHOOL LETTERHEAD STATIONERY
SAM.PLE.:

'COMMUNITY SURVEY FORM

Rate the following: ",

I. Training Station

A. Wokinieodditions:

B. Atmosphere:

C. Respectability in-community:

D. Hours of Y?ork:

.

,

_ 5

E. Attitude and appearance of employees:,

F. Accessibility to school:

r Y

General Comments:

,

4.1 IT

'

"..es

ft. General Aspects

.4."Location in community:
-

5,

, .3. Special reqUiiemerIts for hiring:

. C. Special training offered by business:
,

D. Hourt firm is open::,
1

E. Special training needCd:

4?

A

F. Preference kr male or female employees:

iS

,

4

4
'" .p-

14



iCont'd)
33,

G.. Preference foicollegoi high schoOl stuireng
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-SCHOOL LETTERHEAD STATIONERY
TRAINING STATION DATA CARD

PLEASE PRINT

I. Company Name: Phone:

- Address: Date: .

SAMPLE

2

It. Person to Whom Student Reports:

Job Title , Number Of Students Desired:

Male Female

III. Activities to be Observed:
.

RECOMMENDED HOURS OF OBSERVATION. ,

From P.M. To P.M.

I week , 3 weeks

2 weeks Other

11,

I

.
- -

IV. Type of Student Desired (Scholastic Background, Interests, Abilities, Etc.)

V. Special Instructions (Clothing, Etc.)

I
e

0

I



SCHOOL LETTERHEAD STATIONERY
1TUDENT SURVEY AND

APPLICATION FAR WORK EDUCATION.
PLEASE PRINT

2) Date
I. Name *Ant & Homeroom

SAMPLE

Age 'Date of Birtli Homeroom Teacher's-Name .

Absences last year

Reason(s) for Absences

Ileight Weight

;

Condition of health

Mecical Record Average grade last year

Do you plan to attend college._ Special,Skills

'*)What activities do iyotktake part in?
e' 4

II. Have you definitely decided upon an occupation? tf so, what?. 4

JUb prefe'rence for Work Education? . 1st

Are yott working now?2nd 4

Where? What .do yoliodo?
-7.'"""!lave you ever been arrested?

III PREVIOUS EMPLOYMENT'

- If so, reason?

J

Dates,
Rom °To .

Empl9yer .
Job Title and

Supervisor's Name
.

,. , 1Name _,. ----z

Address
. ..

4
. t.

U

Name

.
.

Address
- . .

.

*
..a . --- . ..

r,

IV. Occupation of Father or Guardian

Firth

Occupation of Mother or Gitardian

. Firm

V, Work education is expected to broaden the student's knowledge and provide an opportunity to develop and
practice skills in a real working environlnent.

Some expectations for work education-are that the student will:

A. have an opportunity to participate in meanWiful work,. .

47



(Cont'd)

B gain an understanding of the importance of developing acceptable work habits, good grooming, 'and the
need for self-discipline,

!

1111
,

, I
/

E' learn about the'organization of business and the relation;hips of employee to entplpyer, unions, and !
government through direct contact with these agencies.

fz5

O

1, as parent or guardian

of hereby consent to my son/
daughter being employed for the purpose of work education.

I undees\tand there may be no remuneration and that the place and time of work educiPion.will be determined
by the school.

a

(Signed) Name

Address

Phone No.

4

48

A

a

Sr

61



.3

.
gtHOOL LETTERHEAD STATIONERY '

STUDENT SURVEY AND SAMPLE
APPLICATION FOR STUDENTS ALREADY WORKING

.

PLEASE PRINT

P-
I. Natne Sex Date

Last First Middle

Address 7-- ,Phone No.
Street and Number City Area Code

I .
, .............

Place of Birth . Date of Birth ' Age .

height Weight Grade School
I.

Counseldr

Future Plans: Community College University Work
.

II. Present Employer (Nime of Business)

Address

1Training Sponsor

Date Started

' Duties

Phone No. .

I lours Worked Days Worke4

Ill. List other jobs you have heltl on campus and off-catripus:

,6

A

NAME OF EMVOYER° DUTIES FROM TO REASONS 140R1,,EAVING
,,

... .

.
.

IV. Extra-Curricular Activitiei:
\ ,

as par6iiThr guardian.

of
hereby_consent to my sour.

daughter being eniployedor the purpose of work education.

PS II understand there may 13e no remuneration and that the place and time of work education will be determined
'the school,

. ----
. t

(Signed) Name

;4

Address

' Phone NO',



PLEASE PRINT

I. Name

.
SCHOOL LETTERHEAD STATIONARY

MEDICAL RECORD (Confidential)

:Student Number

Present Address

Date

SAMPLE

Phoiie Number

Age Birthday Height
Day ' . Month Year ,-,.

.,

Weight 4 Male Female

II. ManitOba. Medical s Registration Number

Nall of Family Doctor

Address of Ramily Doctor

Phone Number of Family Doctor

4

III. Fatter 's Name .

Add Same as Above di or

. Father's Phone. Number at Home

Mother's Nanie

Address Same as Above Dpi

Mother's Phone Number at Home

At Work

At Work

IV. Arc you an epileptic? Hemophiliac?

Do you have black outs? Sugar Diabetes?

,
Briefly.desttibe any defects in sight, hearing, speech, or other physical impairment.

(

/
V. Give details of any illness, accidents, qrogerations within the last five years.

-

err

50,

Signature of Student

65



PLEASE PRINT

TO:. Parent or Guardian:
_ _ c--\

.This is to inform you that
Name of Student'

enrolled in work edtication, is assigned to

SCHOOL LETTERHEAD ST)).i1ONERY
STUDENT POSTING SLIP

-7

' Date

', SAMPLE

4

of
Name of School

Name of firm -

for exposure in the
field(s) /departments

at
-Address of firm

4-4

This studentshall report to
Nameof firm and title

for work education for the period to

IN CASE OF ABSENCE:

This student is to notify:

' at
School official School

at
Representative i Organization

w,

Telephone

Telephone

SPECIAL INSTRUCTIONS

4

,

5i.

b.

Teacher-Coordinator or Coordinator

%to



- ;

;..S OOL LETTERHEAD STATIONERY
,LETTER OF INTRODUCTION

PLEASE PRINT

:T1IIS WILL INTRODUCE YOUJO

. Age

lee

This student. attends

address

SAMPLE

Phone Number

Phone Number-

WHILE ON WORK EDUCATION WITH YOUR COMPANY THE STUDENT IS:

I. Insured by the,

Ndme of School BOard

II. Responsible to the School for his/Or behavior, punctuality, attendance,laititudes and ,,,,

-general performance -

III. Not expecting remuneration

IV. Required to inform You and the School if on any day he/she is unable to report for ivork.

IF TIIE STUDENIT RECEIVES. INJURY TELEPHONE lyMEDIATELY TO

PLEASE REPORT TO THE SCHOOL IMMEDIATELY IF THE STUDENT:

A. Is absent from work;

B. Disobeys or ignores comp rules or regulations;

C. Is not desired as a wor .ducation participant.

t.

et

r

5 2

f.

1,1

1

a .

7
,/

4.

I.

0

69
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4 '

SCHOOL LWITER4EAD STATIONERY
WORK EDUCATION TRAINING AGREEMENT SAMPLE

PLEASE PRINT i Date:

I. A. Name of Student: JobTitle:
Address: Phone No.:

B. Name of EnipIoyed

Supervising Officer: Position:

Conipairf Address: Plioile No:

st

4.0General Agreethent

"The student named in "IA" shall be employed under work education by which the student shall attend schoolaltand work under the arrangements set forth below:

A. PARTIES TO If IPAGREEMENT: The parties to the agreement shall be

I, The student (with,parental endorsement) named in "I, A" abobe .

2. The employer named in "I. B" above

3. The
, School Board

13. PERIOD OF AGREEMENT: This agreement shall be in force from

to
Day Month Year Day

unless terniinatpd before that date bpone of the parties to the agreement.

Month Year

111

C HOURS OF WORK; This agreement is applicable to work education employment during the following

times: Any part of, or all of. each week-day or days from to
except statutory holidaysl.

P REMUNVRATION: The student named in "I.A" shall not receive payment of any kind oT the work he/she
has performed for the employetifamed in "L 13** during the -times specified in seetions-"IL and,"IL C".

Note. Should the student enter into an agreement to engage in work Tor periods over aod above that noted in
sections "II.B" and "II.C". that period of work sffiall.be subject to the regulation of The Employment
Standards Act.

Y

E. DUTIES: A ge.neral statement of duties to be set forth by the employer.

F. SUPERVISION:
.

I , The direct supervision of the student employed under this contract shall be vested in the employer,

2. The
reserve; the right to

. 7, School Board 1

maintain, through the teacher-coordinator or coordinaioi, or other staff member, contact with the
student at the station in orderi to assist in directing the, training at die training station.

.
INSURANCE: liability insurance shaMovered.byi

.

'..

School Ifbard Entployer of Student

V"

53
71



.
(Coned) - it.

. .. -..
- ..

4 . ..

Note' The Department of Educatiort assumes the responsibility of Workmen's Compensation coverage for allstudents in work educatiou. , ,
...

,...
.

1,1 WORK EDUCATION EVALUATION: The employe!' shall be supplied with a standard form for reporting
at regular intervals to the teacher-coordinator or coordinator regarding the evaluation of the student.

s

1

I FULL-TIME EMPLOYEE TENURE: The employer named in "I.13" above agrees that his participation in
work education will in no way affect the tenure of any regular full-time employee presently on Is staff,
nor his hirinimaetices in regard to full-time employees. .

Signatures required:

C.

Employer

Parent or Guardian of the Student

)

Student

Teacher-Coordinator or Coordinator

D

I

O

*IC '

54 13



0

4 ) ;

4,

444

t

'PLEASE PRINT

0
0

c

I V

TRAINING PLAN SAMPLE

Natne of Student

occupational Objective

V

-744.,

Effective
Date

OccupationakArdai.

'"*" Training StatiTi

- *

A
0

I

dt-

L

4 '
Training Sponsor

.

00

t-

0

eat

.

55
S
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(Con I'd)

Date of Training Plan

".S0',=1.X111..:,....,,A.,

r ,, ,
.

Learning
,Experienpes

,

'
..

*

.

Check Wheie"I struction Will Be Given
,

Training
Station

Date
Achieved

In-School
Group.

Date
Achieved

I. Attituder ,

11Personal Gropmilig '

III. human Relations ' -' A. Supervison ,
B. Personal Policies

I. Employment , ,
$

2. Training
3. Promotion

' 4. Wage and Hour
5. duling
6. rs mnel Problems
7. ipensation Plans

nd Problems

IV. Housekeepingt.
A. Merchandise dre '

0
V. Business Practices

A. Economics
B. Business Math

I. Mar-up
2. Mark-down
3. Open to Buy
4. Turnover ,.,

5. Bookkeeping
6. Financial Analysis
7. Business Law .. L

8. Inventory Control
9. Stockkeeping

VI. Market Information ,
'.",, A. Merchandise Kitowledge

B. Buying,Practicegi ,

C. Vocabulary
D-. Credit Practices''

. E. PFicing . , 0

VIL gjles and Services Techniques
A. Steps of Sale
B. Use of Cash Register .'
C. Handling of Mqkey ,

D. Check-Cashing rrocedhres ,
E: Fitting of Mdse. toCustomer
F. Sales Promotio us , '.--

1VIII. Display . -

A. Techniques ,
B. Types

.C. Planning
.O. Budgeting o

E. Evaluation

,

.

.1

-

.

,

-

.

,

-

,

,

,

.

x

''' x

5c

x
x

x
x
x

x -

x

-x

x

.

- .

..

x

x'
x

.I.

x

X,......

x
x

.

, AO

. x

.

..ii.

.-
.

0

.

.

.

t

,

-

,
,

e'

.

_

,

,

x

x

.

x

. x
,

x -

x

x, ,

x

x
x

_ x
x
x
x
x
x -
x
x
x

x
x ),

x
x

x

x..,

x

-,x

x
x

- x

,

,.

-.

,

.

,

. ,

-.4,,

..,
4.7t

,

.

x

'..,

X

x

,

x

,

x

,

.

.

.

. s

.

0

, :,

-,

.

.

-

.

.

.

,

.

1

v
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.

.
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0
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r

Date of Training Plan

Learning
Extferiences

Check Where Instruction Will Be Given

Training 'Date
Station Achieved

In-School
Group Individual

Date
Achieved

IIX.
Advertising

- A. Planning
B. Budgeting
C. Techniques
D. Media'
E. `Evaluation 4

, X. Inventory
A. Types
B. Coding

I. Cost Sc`Product
C. Inventory Record Analysis

XI. Departmeht and Store Layout

XII. Department and Store Security

4

S

. 57

r
x
x

x
x
x

MR.

4
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yr

TRAINING PLAN'
DRAFTING -SAMPLE

,;-'71

I.' Title °I' kb: Draftsman (a two-year program)

Job Description. Prepares clear, complete, and accurate working plat and detailed drawings from rough or
detailed sketches or notes for engineering or manufacturing purposes according To specified dimensions;
makes final sketch of the proposed drawing, checking dimensions of parts, materials to be used, the.relation
of one part to another, and the relation of the various parts to tite whole 'structure, inks in all lines, and
letters on pencil drawings; makes charts for representation of statistical data, makes designs from sketches.

31

111. Career Objective: Draftsman

IV. Areas of Experience and Training:

A. Instruments and Equipment
B. Applied Geometry
C. Freehand Lettering
D. Orthographic Projection
E. Dimensions
F. Sectional and 'Auxiliary Views
G. Working Drawings

Screw Threads, Gears, Welding
Pictorial Drawings

J. Piping Drawings and Schematics
K. Development Drawing

Revolution and Rotation
NI. Architectural Drawing
N. Structural Drafting

' 0. Topographic Map Drawing
P. Reproduction of Drawings

V. 'Detail of Areas of Experience and Training:

t Planned Learning Outcomes
.A, Introduction

I .Introduction to drafting
2. Objectives of drafting

B. Using Instruments and EqUipment
1. Select instrumentand equipnient
2. Use tracing paper 'and.cloth
3 Know types and usesof drafting instruments
4. Clean and adjust drafting equipment
5. Sharpen drafting pencils _ _

6. Sharpen compass leads
7. Place and fasten drawing paper .

8. Draw horizontal lines .

9. Draw vertical lines
, 10,

I I°.

12.

13.

14.

15.

_C: Learning Applied Geoinetry
1. Bisect straight lines,

'2. Bisect angles
3. Bisect arcs

Scribe circles ,
l>now about incliiies lines 0.0 use of triangles.'
'Erase lines
Draw lines to scale

6 ..
Dray irregulavektrves.
Use inking equipment

4

". 0

.4.. Divide a straight line into a givii number
of equal parts'

5.' Construct regular pentagons

C.

o

th

Training and Experience
In Class At the Training Station

. .

x
x

x
x
x

X

X

X

X

X

X

.

cit
YI Mawr( and limes, Cooperative ocational I ducation. Cahibit Printer'A.5 (Danville: Ill.. Interstate Printe.1a

584

x

X
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-
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4.

Z,
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81
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(Coned)

fl

Planned Learning Outcomes .

6. Construct hexagons'
7. Contruct polygons '
8. Draw ellipses
4). Locate the centre of a circle through three

given points
I0. Draw lines anent to given circles'

. _

D. Learning Freehand Lettering-And Sketching
I. Letter freehand

'2. Sketch freehand
3. .earn isometric sketching ,

E. Leung Orthographic Projection
I. Pencil a drawing
2. Prepare a three-view orthographic d vmg
3. Learn orthographic` reading
4, Practice in orthographic projection
5. Lay out title blocks ,t

F. Learning Dimensions
Making arrowheads

2. Place dimensions
3. Learn inaterialsymbols (section) x
4. Learn skip terms,
5. Learn manufacturing preciion x
6. Ltwn Anferican Standard Association
7, Classification of Fits

Learn precision and tplerance
9. Check drawings

learning Sectional and'Auxiliary Views
I., Make full-sectiOn drawings
2. Make half-section views
3. Represent brokern section views.

Constiuct detail or removed section views
5. Illustrate phantom section views
6. Construct auxiliary views

, II. Learning to MaketWo'rking Drawings'
I:, Learn types and uses ofovorking drawings
2, Nnstryet detail drawings x

. .3. Make assembfr_diAwingC ,. ..Mak-elayaludit'fftig-- x
5.yrepare bill oT materials,list 7; .

1 Lea'riiing to Draw. Sc. re ds, Cears, Welding
I. Draw screw threatlh
2,;.Execute welding drawings

Make wetding drawings symbols
4.:-Represent and specify gears

'J Lo rning to Make Pictorial Drawings
' Develo'pinsometric projection drawings''

4

Sketch pictorial drawings, ,
.a

Illusorate dr wings',
4. Shade.pictor wings 1,7\

5. Know speeia Methods
Learrning to Make ravingsAnd Schematics

. ,bevelOp pipe 't
2. Specify pipe and t ings'
3. Make pipe drawings .

tt

Training and Extlerienee
In Class At theArnining'Station----

x

x

x
x

.4, Dimension pipe dra50s . /
5.. Makeipe schemalie drawinap
6. Make elect:IL:al schematic drawings

.

X

X

X

x
x

x

x
x

x

x



f

(Cont'd,)

c,
Planned Learning Outcomes . In Class

L. Learning Development Drawing ' ,
1. Lay out development drawings

I.-

; 2. Classify lines and surfaces
7_, 3. Make intersection drawing's

4 Do development practice
., M.Learning Revolution and Rotation

I. Make revolution drawings x \ x
2. Do development practice 4

x;
-{D

N. Learning Architectural Drawing
I. Introduction to Architectural drawing x , , r

7 2. Know architectural terms x
43. Know typ8 or house architecture x -,- .
4. Make preliminary studies x t4x
5. Develop plot plans x

. -1';-

,
6. Make presentatron drawings x x '
7Use architectural symbols and conventions x _ x
8. Make floor plans . x

0 x
9.tunension architectural Aiwings x x

, 10! Letter architectural drawings ' x x
I 1,..Make wall sections* x "x
12, L& out ekevation. . . I X X 4,

''. 13. Make detail i
draWings x x

14. Make perspiktivC drawings , x x l Itt4
15. Draw specifiOtions x v. x

0. Learning Structural Drafting
0I. Introduction to structural drawing 'x

2. Know structural terms . x
3. Specify structural steel x ,x
4. Dimension structural draWings , x . x r

k

5. Make' tructural working drawings 10 x x
6. -Develop structural detail drawings .. x x

77ft kearp.struclueal notations and detailing information xt .--
8.? Maketimber-st ructure drawings x . "X ,
9. Make masonry-structure drawings x x

P. Learning Topographic Map Dreawing ,
1. Develop-topographic drawins x .. x

4. 2. Use typographic drawings x
3. Lay'out plates ,

; ,..14, x x,
4. Know classification of,maps and topographic drawings, x

Q Learning Reproduction ofDrawings t
1: Operate and maintain reproduction equipment ,- '
IL Make Oralid prints x x

0. Make blueprints x
1

Training and Experience
At the Training Station

x x
x / x, 7

x x
x

6
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4.

TRAINING PLAN.,.

t. i.

CLERK - STENOGRAPHER

I. Title of Job' Clerk -Stenographer
. .II Job Description: Perform secretarial duties for the three staff members. Duties include takin& dictation,

transcribing. typerithfg, duplicating, assembling, filing, orderm& supplies and materials, assisting institute
participants. answering the telephone, and doing other tasks requested by employers.

In

t

It

. i

i..a SAMPLE

III, Career Objective: Executive Secretary

IV, Areas of Experience and Training:.
A. Taking Dictation,andTranscribing
B. fypywriting
C. Duplicating
I). Assembling
LI Filing
F. Ordering Supplies and Materials
G. Assisting Institute Participants
I. Using rh,e Telephone

1. Public Relations ,
J, Office Production Techniquek

Detail of Areas of Experience and Training:
-

Training and Experience
Planned Learning Outcomes In Class At the Training Station

t(: Taking Dictattion and Transcribing /
I. Learn to takt dictaiion rapidly s . X
2. Learn to transcribe shorthand notes rapidly x X

3. Learn to operate and 'transcribe front Recordall
briefcase tape recorder x

4, Develop abi7 to produce accurate copy consistently x . x
5, Stikb the III ,foi samples of preeious correspondence

and other transcilpts., x
i B. Typewriting , -

I. Develop accuracy at a rapid rate x x
2. Learn to usq IBM Executive typewriter skillfully x

-,-,
x

3: Leign to type attractive letters x x
4. Learii to.type class transcripts x
5. Lem lo type texts x
ti. Learn f.) tirepareatiractive tabulations x x
7. Learn to make intiltiple carbons x x

____._,. ... .. 8. Learn_tu_correct_and type from lough drafts x- x
9. Learn to proofread accurately x x..

10. Learn to change carbon ribbons . x x '
C. Duplication

I . Learn to cut stencils properly x x
1' 2. Learn to use styli and lettering guides . x ' x

3. Learn to use Gestetner silk-screen
proces5 duplicatof x x....

4 Learn to store stencils properly x x
5, Learn, tO prepare Ditto masters x , x

'' 0. Learn to use Ditto spirit-process
duplii;ator x x

WAssembling .
I . Learn to swiftly assemble papers manually x
2. Learn to\ use elei:tric collator .' x
3. Lewn to use electric jogger x...-
4 Learn to use manual stapler

gx.

.6 5. Learn to use electric staple! x/
I 1d.tpteil I Tom a .tepb)-.tip training plan tloeloptl 0) Write.iflan Long at the l nivervit) of Illumi% in anal)ring his
training eperience% in the po.ition de.cribed.

I
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Planned Learning Outcomes

. Learn to file alphabetically'
2. Learn to prepare file folders
3. Learn to code and file stencils
4. Learn to code and file tapex

Beconte familiar with office files
(. Learn to retrieve' materials from office

Ides quickly
7. Form the habit of making a nd keeping an

extra copy olvverytbing prepared
8. Attempt to discover ways to impro;e office filing system

fiyOrdering Supplies and Materials
I. Become familiar with supplies used in office

, 2. Obse,rve need for replenishing supplies
3 Learn to prepare supplies requisitions
4. Learn to store supplies correctly
5 Learn to order books
(' Learn to order lihns

G. Assisting Institute \ Participant
I'. Learn to schedule appointments
2. Become familiar with l(t)cation of various

campus offices / x
3,. Learn to direct ,peop to proper locations on campus
4. Learn to give assistance in library usage.
5. Learn to instinct participants in correct format for

materials bon prepared
I. Using the Telephone t a

I. Learn to answer the telephone courteously
2. Learn to take and record messages
3. Learn proper technique for making internal

and external calls from campus phones
.7 4. Learn to use stall directory

5. Learn proper procedure for W.A.T.S. calls
6. Learn to secure information via the telephone

Training and Experience
In Class At the Training Station

1. Public Relations
LZ,ar to deal with people courteously at
all times

2. Learn to cooperate vith workers in other offices
3. Learn to furnish requested information
4. Learn to supply needed materials

J. Office Production Techniques
I. Learn to handle materials efficiently

tiios,,-
2. Learn to organize work according to its

immediacy of need
3. Learn to work under pressure of time deadlines

withbit becoming disturbed
4. Learn to perform a variety of office tasks in a swift,

yet unhurried manner
se"

Form the habit of verifying the accuracy of
all work pr diced x

6Z

O
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TRAINING PLAN
GASOLINE SERVICE ATTENDANT

I. Title.of job: Service statioji attendant.

IJ Job description: Cleans Arid maintains station and,Oriveway., handles customer relatigns on the driveway,
sells accessories, cleans and polishes i;ars lubricates 'cars,. dird makes minor repairs.. Learns, sonic ftindd-
mental principles of manageMent.

M. Career Objective: Service station manager.

IV. Areas of experience and training:

A. Station care-housekeeping and maintenance
B. DriveWay' service
C. Carwash elean-up, and polish
D. Lubrication
E. Tire, battery, and.accessory sales
F. Minor repair,s
G. Buying and orderingprocedurq

Principles of station management

V. Detail bf areas.of experien e and training:
AInsrtuction in station car

I. Driveway housekeeping nd maintenance
2. Rest-room cleaniirg
3. Lubrication department
4. 'Stockroom

B. Instruction in driveway service
Six-step driveway service

2. Windshield. battery, tires
3. Under-hood inspection and sales
4. Cash register operation and 'check -out

Makiiig additional sales
a. radiator hose
b. fan belt
c. oil additive
d, oil filter
e. lubrication
f. bat teiy
g. lights .

C. Instruction on car wash, clean-up, and polish
D. Lubricatido - - _

I . Study and use of lubrication manual
2. Servicing of major parts
3. Wheel lubriewion

E. Instruction on fire, battery, and accessormales
I. Tire brands, sizes, and selling points
2. Battery sizes and selling points
.3. Other accessories

Instruction on minoi repaiis
I. Tire change andrepair
2. Muffler and tail pipe change

- 3. Brake adjustment.and repair
. Car tune-up procedure
5 Cleaning or steamjng Motor

G. Buying and ordering procedures
f. Taking inventory
2. Determination of minimum mimber of items to

keep on hand .
3. Ordering, so as mit 19 ordei more than necessary
. Display for maximum sales .

.

t

- ,

Planned Learning
In Class r At the Training Station

X

X

s.
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H. Principles of station management
11. Acquaintance with required records
2 Lease or rental arrangement with major oil company
3. Staffing and hiring per'sonnel
4. Financing '
5. Requirements
to. Importance of station location
7. Payroll

e.

0

O

0

64 !
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Planned Learning
In Class At the Training Station
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)RAINING PLAN
GROCERY CLERK, SUPERMARKET

1. ,Title of job: Grocery Clerk, Supermarket /
Job description: Receietes cask payment for articles selected by customers. Wraps or bags articles, makes
change, and gives articles to customers. Keeps merchandise neatly arranged. Must complete transactions

Prepares_incoming merchandise for sale and arranges the merchandise in the stockroom, on shelves,
or In display cases. .

SAMPLE

I. Career objective: Depaitment manager
1 Areas of experience and training:

A. Clerk
B. Grocery department
C. Checking
D. Dairy department ,

E. Produce deliartinent s.

V. Detail of areasof experience and training;

A. Clerk
I. Instruction on keeping store and area in good order

a. stockroom and deliigry room
b. _parking lot
c. bacli door yard
6 sidewalk, windows, and entrance
e. nom section

x
2. Instriiction on keeping the following equipment

0and merchandise clean:

I

e Planned earning
In Class At t e Training Station

. a. light fixtures x
lj b. shopping carts

c. sink . ...
x

, i x
d. coffee mills ;,7 x\
e. hand -truck and dollies ,, 4 x x
'f. refrigeRition machines 7

2c x
g. sheNing sections and merchandise ., x x. h. Iiiead table .

3 'instruction on preparation of salvage for pickup
4r Instruction on these recurring duties: 4 4',.

' a. cleaning and waxing floor k i
b. care of empty bottle returns c x
c. truck unloading proper lifting techniques_. _x. ..._ . xd. 'arranging cii--r-rettrdisplays x

5. Instruction on checking:
°a. gukery items . x
h. coffee
c. health and beauty aids

,d. frozen foods ' x6. Instruction on:
d. price marking merchandise - x x .-
b. stock shelf rotation x x
c. pvce marking and tagging x ,' ..x

7. Instruction on &sting systems used ' ,9
x

8. Instruction on hovitp guild displays by the sales plan, x
B. Checker

,

1. Instruction.on proper packing procedures . x
4.2; Instruction on procedurd used on gon-priceif merchandise
3. Maintenance of check stand: ,

0 x
a. changing tapeSitin the register
b. properly tilling the bag rack ,

c. staking of small items '
d. keeping shoOing carts ready forionstomers
e. maintetiance of neat checking area

lir
.

6i
3

x
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4. Instruction on how to handle:
a. tax collections
b. p'aid outs
c. refunds and over-rings
d. proper change for register
"e. relief orders'arid nierchandise coupons
f. check cashint
g. authorized charge accounts

5. Instruction on b lancing the register
cr t. C

Planned Learning /
In Class At the Training Station

x
.x

. X

es.
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Employment Standards Division,
Room 6p8, Norquay Building,
401 irk Avenue.
Winnipeg, Man. R3C OP8

PROVINCE or MANITOBA

DEPARTMENT OF LABOUR

APPLICATION FOR CHILD EMPLOYMENT PERMIT
under

The Employment Standards Act

Full names of child
e Date . . ..,19

Home address

Date,of Birth .,19 Present age: years 'months
School attended .............. .. Grade
Name of prospective employer

Address of employer Phone No.
Business in which employer engaged

Employment to commence on 19 and end on 19
Work child will perform

Hours of work are limited as follows:
As r

, Maw* /
Tuesday Wednesday ThuredaT-----7r;a):7\;sturday

a Sunday

Starthig Time
..,.......r

.
. ..._.....

Finishing Time .
,

.

Daily kW-us
......A__

Maximum Weekly Hours 4

Signature of Applicant

Certificate of P.arent (or Guardian (Letter also to be submitted explaining necessity for employment.)
I hereby certify that I e . . of they applicant, that I support the application, and thatparticulars of birth and sch I standing are true and correct.

Signature of Parent/Guardian

Certificate of Prospective Employer

I hereby certify, that particulars herein 'Stated are true and correct. I also am aware that permits areissued only for work well within the physical capacity of a child and where there is no physical or moral hazard.I will not allow the permittee to be on duty for more thah eight hours in any non-school day; nor after 9 p.m.central.standard time, on any day.

Remarks

01.g4-114-4470

811nature of haspectivs Employer

Approval of School Principal

67
'99

Signature ef Principal
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MANITO
,iDEPARTNENT OF

owl Norquay Buil
WINNIPE

No.

BOUR

Particulars, as to Employee (Permittee):

Name

Address

Birthdate

. Minimum Rate Payable .

Type of Work Authorized .

CHILD EMPLOYMENT
PERMIT

- (Under The. Employment Standards Act)

Date of issue

/ Particulars as to Employer:

Hours of vor re limited as follows:_ _

Starting Time

Finishing Time

Daily Ho urs

Monday

Special Conditions:

Tultsday Wednesday Thursday Friday Saturdays. Sunday

. .

-Maximum Weekly Hours ...... . .... .. ..

It is the Employer's resPonsibility, to ensures that employment dots not. expose the permittee to morally
undesirable situations.

The permit is strictly limited to light work well ithin the physical capacity of the permittee and where there
is no actual oipotential danger factor.

The permittee shall_not unless otherwise herein indica.ted be allowed to work after 9 p.m. central
standard time on any day.

.
This permit is not transferable so as to cover employment by any other emplbyer.

, -

Issued in triplicate

C1..6-1M.7-72 AispaQ

e

for

(318

ISSUgD BY:

Whiny of Labour..

0'1
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WORK EDUCATION
'WEEKIY 'ACTIVITY REPORT

I. Student Number ..--. --4 , Date7.

Student Name .. N ..
3

s.i . ,Location of TR ining Station
4

cot

.
e

r
-` 7

SAMPLE

Name of Organ-.audh

Course of Specialty

Period

3

Sex Age

125

i
Day _

Motiday

' ' Hours Work:d Tbtairldurs
WorkedFrfrom

,.

Tuesday

_
.

,

i We4 nesd3.ty
1

Timrsdgy.
.

Fliday

' ,
. . ,

- °
.

11 . .

.

: .

. . .

. , .
*Total I louri Worked:

eN

*Total hour'smotked should equal Iota! hours of `.activity

,
6 V .03

'
Activity

v .

----...
.

.2
..

Estimated Hours In, '
Each Activity_

3
0

..
.

. . ...
.

. ,

.--
. ..,

1

.
.

6.
. .

.
..: . .

/ , .
5 . 5

*Total Hours: , -
-

IV. Student's Comment:

.0

.

0

q4,. ta I

Signature of Student:

69

I ' 103



(Coned)

Employer's Comment:

0

.°V " e0° '00N ".3,daVra,;"

on.

Signature of Employer:

401

NOTEThis" report to be completed at.the end of each week and forwarded to the Work.Education Department
in the self-addressed, stamped envelope attached.

t
A. V.\miliss

i

70
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SCHOOL LETTERHEAD STATIONERY
PERMANENT RECORD OF TEACHER-COORDINATOR:S OR COORDINATOR'S, VISITS

/ SAMPLE. -

PLEASE P1t111'.*

1. Student's Name Class

Employer

Date Report

CHECKLIST FOft TEACHER-COORDINATOR Oft COORDINATOR

Odctipation

II. Quality of Work

knowledge of Work

Initiative

CoOpera Lion

Attitude

Responsibility

General Remarks 44 -

POINTS OBSERVED BY TEACHER-COORDINATOR OR COORDINATOR VISITING STUDENT

41,

Traming Station Contact Official

Teacher-Coordinator'S or Coordinator's comments:

,A. Conditions surrounding the training' station
9

° II. Hazardous conditions > L ss
,.. . ,

C. Attitude' of employees-toward. teacher-coordinator, coordinator and student

,D. Specific Work ot'Student c

E. Immediate or current subjebt matter needed'
, ... . .

1:,. Personal-appearance-of-studfnt
' 9

N

_ 4 _ ,

G. Student's interest idthe work being done ,

Jr. Employer's apparent interest in student and his/hpr progress
. a

0

4
7 9

. .

O

-10

O
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PLSEIPRINT

I. SC11001'

SCHOOLETTERHEAD STATIONERY
WORK EDUCATI,ON

ACCIDENT REPORT FORM

Date

- Date of Accident

r 'Name of InjuredStudent

Nat of Parent(Guardian)

J '9

..S.A IviP LE

.
AudressW Parent(Guardian).

II. WITNESS TO ACCIDENT: 0 'YES- 0 NO
Name

Addiess

111. TILE ACCIDENT .

Nature of Injury. .

*Pine where accident happened .

*' 141-1 '

Time 'Of Accident
.

Describe Noy situation vgatding all factors Contributing to aceklent
.

t

V

.,, ,

. .

IV. PROCEDURES FOLLOWED

Was the Parent (Guardian) notified? ,
a

0 NO Give Reason

0 YES

Did the parent (guardian)authorize the principal to obtain medicaaid at tlie,`parent:s expense? -"
,,..,, a--

I:1 NO , i

0 YES .
1*

Was a doctdr called to give fist aid? 0 YES"1:.); Np

=

.1.

If so by whom ; .0

\ Name Position
Name Of hospital or medicaPcentre'

Report of medical officers or nurse

7 111

C



(Cont'd)

V. Accident Insurance Cairied

None 51.50 Plan 54.60 Pip- Family Plan0 0 0 Optiori,"A" 0 Option "B" 0

Teacher - Coordinator or Coordinator .

Principal

Report prepared by

Nurse

' NOTE: Prepare.in triplicate: I oopy for the'School 2
i,

0 0
O

2copiei forithe Board Office

1

7 ,

rI

113
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Ze 333 maryLano sr reqf e WInn1140 113O 1512 reLoeHone 7 3471
....

EMPLOYER'S REPORT OF J.NJURY OR INDUSTRIAL DISEASE\

CLAIM
NO
FIRM
NO '

EMPLOYER S NAME LOCATION OF PLANT OR PROJECT

TYPE OFET§Tis."AILING ADDRESS . .

.
.

> . ..

s
EMPLOYER'S P'rHONE NO

ssRs
WORKERS LAST NAME "A

MIS,^.

I NAME

1

,

ADDRESS 4.. ,

AGE MARITAL STATUS ,..,, '
MARRIED SINGLE OTHER

OCCUPATION
/ SOC SEC NO

a m a.mDate and time of tniury 19 at 0 mj Date repotted to employer 19 13 fT1

aIn what city, town or place did it happen? .
.. ly.

Describe fullsi what happened to rause the niury Be sure to state Size. Weight and Description of any Object which was being handled or was otherwise invol-
ved If lifrg, state height of lift. distance of carry, etc 7 . \

a' e
.

.. .

.." .

State ALL impries reported, indicating right or left if applicable .,
.

Were workman's actions at time of injury fo;
'the purpose Of y(3111 business? If NO, explain

s

.

NO YES

4-;
4 I 4..

r
r*

.

.,
is workman related to employer and living in
hot house at lime of the accident, NO YES

,
0.

a
J..

.
workman a partner, director or other
flee, of the company' If YES, specify

111 .

NO YES

, , i

.
. )

Was first aid rendered? If YES, state when
`and by whom NO

10

1 YES

\ Was there any serious 31104W/Iful miseonduct,
on the part of the workman, If YES, specify

. .
NO YES

. .., .
Ift,

-...
Was any person not in your employ to blame '
for the acetdent2Af-give nameand.aociress- ------- NO YES . .

Give names and addresses of persons who
saw the accident-two, if pOsstble

o \".....-W 7....N........ .

. .

NAME AND ADDRESS OF ATTENDING DOCTOR . .

WIl he be disabled longer than the day of accident?
Yes[ IF Y ;COMPLETE PART 2 .

.PART 2
Date and hour
last worked

Datik and hour
returned to work

at

19

t

;at

DATE r 9
SIGyATURE

".-e .

//711/13144.41/;11
115
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VOLUNTARY ACCIDENT INSURANCE FOR PUPILS OF , SAMPLE

TO ALL PARENTS OR GUARDIANS OF SCHOOL PUPILS:
This plan has been approved by the Board of Trusteesof

and is available to all pupils on a voluntary basis in
Schools governed by the Board. The Student Accident Plan pays in addition
to any other insurance you might have EXCEPT.ANY GOVERNMENT
PLAN. If you move, the Plan is transferable from school-to school anywhere
in the world.

You may select one ot two options as well as Life Infinance.
OPTION ' " $4.00 PER STUDENT ($5.50 OR $8.00 WITH LIFE INSURANCE)

Covers All Accidents 24 ho s p8r day, every day, including Saturdays, Sundays, Summer Vacation, school
and legal holidays.

COVERAGE:

BROKER:
REED SHAW OSLER LIMITED,
18th Floor, 1 Lombard Place,
Winnipeg, Manitoba R3B 2A3
Telephone No.,956-1070

OPTION '
Covers Accidents:

(a) During a school day.

S1.50 PER STUDENT ($3.00 OR $5.50 WITH LIFE INSURANCE)

...(b) On any day
.

111 While attending or pwticipating in a school activity (including sponsored athletics) approved
, . and supervised by proper school authority. -mew.

12) While travelling as a group directly to and from an approved school activity under the super-
vision of or at the direction of proper school authority.

CO While travelling directly to and from the student's residence and school to attend or participate
.- in a school-sponsored 'activity. r

School Day" shall mean between the hours of 12.01 A.M. and 12:00 midnight on any day designated by
the School Board as a regular school day on which atte.ndanc at school is required. This includek attend-
ance at Summer School Saturday,. Slindays, Summer vacation, school-and legal holidays are excluded with
the exception of school-sponsoreckactivities approved and supervised by proper school authority.

./

SPECIAL- $1.50 OR $4.00 PER STUDENT AS NOTED, ABOVE
LIFE INSURANCE With either of the above options you may purchase 51,000.00 or 53,000.00 Life Insurance

$1,000.00 payable by itself if the student dies from riatural causes and in addition to the $2,000.00
; or accident death benefit if the student dies accidentally. Life Insurance is effective 24

$3;001100 hours a day, 365 days of a year, INCLUDING summer vacation.
FAMILY PLAN premiums apply to three or more pupils from the same family .-

WITHOUT, WITH 53,00.09 2 WITH $1,000.00
LIFE INSURANCE LIFE INSUR NCE LIFINSURANCt

OPTION"A" $1000 S20.00 S13.75.
OPTIONIIk!B" S 3750

.

' i ' S13.50\ x. - S 7.25
ALL INSURANCE COMPANIES ARE PROHIBITED BY LAW FROM MAKING ANY PAYMENT TOWARDS THE COST
OF SERVICES COVERED BY A GOVERNMENT MEDICAL OR HOSPITAL PLAN (MHSC).`THIS APPLIES REGARDLESS
IF AN INDIVIDUAL IS OR IS NOT INSURED UNDER SUCH A PLAN.

-
BENEFITS: . I

.Blanket Dental Accident Reimbursement 4. .

,
,i

(al The Insurenwill pay expenses for:treatment rendered within 156 weeks from date of accident which anise
,from injury to wholet or sound teeth (including capped or crowned teeth) which require within 30 days from date
of accident; treatment, replacement or X-rays by a legally qualified dentist or dentaL,surgeon. - 1
0:11 If, Satre to age, dental development is not sufficient to permit completion of treatment within the 156 weeks
from date of accident-,ajatisfactory report from the Attending Dentist or Dental Surgeon is required within 156
weeks stating all pertirreiatts of damage sustained and reasons precluding cdmpletion of treatment required.
Upon completion oltreaGrIgif the cost for such services rendered will be paid up to..a limit of $100.00 per tooth
to a-maximum future.treatinent limit of $500.00.
Blanket dedical -Aaidentt,licimbursement

. . 0
The Insurer"will pay expenses for treatment and services rendered within 156 weeks from date of accident which
apse from an injury which requires, within 30 days from date of accident, services of a legally qualified physiti%
therapist, rbgistered nurse, X-ray, licensed ambulance service or hospitaltreatment not covered Under any Gov-
ernment Plan, prescription drugs, hearing aid, crutches, splints, trusses, braces, rental of wheelchair or h.spital .

type bed If a bodily ipjuri results in the loss of a hand, toot, arm', leg or.eye, the lnsyrer will pay up ,to a maxi-,,
mum amount of $500.*0 for a prosthetic appliance. -- ' - ..

.

.,.,

/ .5, 4
./ I

4
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(Coifed) 4
Principal Sum Accident Benefit: When injury shall result i

, .

;1 any one of the following losses within 36S days after

I

the date of the accident the Insurer will pay'for:
.Loss of Life 'S 2,000.00

Loss of Both Hands or Both Feet $15,000.00
Less ,._of Entire Sight of Both Eyes $15,000.00
Loss '1 bne Hand and One Foot $15,000.00

.,

/ loss of Any One intireJihger or
Entire Thumb

Partial Loss of Any One Finger, or Thumb
Loss of One Entire Phalanx of Any

5 , 500.00
5 '100.00

1.,Loss of One Hand or One Foot and ,... One Finger 5 50.00the Entire Sight of One Eye $15,000.00 Quadraplegic (Complete paralysis of both
Loss of One Arm or One Leg ..i.'511,500.00 - - upper andlower limbs) , 5 7,500.00Loss of One Hand or One Foot 5 7,500.00 -Paraplegic (Complete paralysis of
Loss of Mire Sight of One Eye 5,3,000.00 "" both lower limbs) 5 3,000.00, Loss of Entire Thumb and Entire /

. Hemiptegic (Complete paralysis of upper andIndex Finger i $ 2,500.00 lower limbs one side of body) S 2,000.60
"LOSS'", as above used with reference to hand qr foot, meads conlplete severance through or above the wrist or
ankle joint: and as used with reference to arm or leg means complete severance through or above the elbow or
knee joint, and as used with reference to eye !nuns the irrecdverable loss of the entire sight thereof; and as
used with reference to thumb Or finger means,complete severance at or above the metacarpophalangeal joint;
and as used with reference to partial loss of thumb or finger means complete severance, at or above the proximal
interphalang'eal joint; and as used with reference to loss of one phalanx of any one finger means complete loss of
one entire phalanx. .
"INJURY", means bodily injuly resulting.directly and independently of all other causes, and caused by an acci-
dent of accidental, violent and external means sustained by the Insured while the policy is in force.
Double Indemnity - The amount of indemnity for accidental loss of life will be doubled if such loss occurs
while the Insured is riding in, 'boarding or alighting from any bus, street-car, subway coach, or school vehicle
owned or leased by a proper school authority. /

.Fractbre or Dislocation Benefit - If an a(ci nt causes injury to the Insured which results in any of the fractures
or dislocations listed below the Insurer pay the amount specified in accordance with the 4ollowing schedule.
Only one of the amounts (the large( will be payable as the result of one accident. ' ,

FOR COMPLETE FtACTURE OR DISLOCATION (Including Greenstick Type Fractures)
Of the skull (both° tables) 5200.00
Of the nose S 5.00-
Of0the upper jaw ,S 50.00
Of the lower jaw , 25.00
Of the collar bode " 5 25.00

4 Of the shoulder blade 5 50.00

o

`.0

0

Ofthe spine (one or more vertebrae) 5100.00.
Of 040racture of the spinous process 5 25.00
(If the ftaCtute ot.the transverse process ' 5 25.00
Of the sacrum or coccyx o i S 35.00
Ofone rib . °° 5 15.00
Of two or more 'ribs 5 25.00
°QIN sternum 5 25.00
Of the hip .0 0

. 5100.00
Of the pelvis 5100.00
Of the upper legifferqur) 5100.00

'Of-,the, knee-cap 545.00

Of the lower leg (one bone) 50.00
Of the -lower leg (two bones) 75.00
Of the ankle 50.00
Of the heel 25.00
Of the upper arm (between elbow

and shoulder) 50.00
Of the elbow 35.00
Of the lower arm (one bone) S 50.00
Of the lower arm (two bones) $ 75.00
Of the wrist $ 50.00
Of the hagd (metacarpals) 25.00
Of the fingers (one) 15.00
Of the fingers (two or more) 25.00
Ofthe foot (one metatarsal) $,

15.00
Of the fObt (two or more metatarsals) 2S.00
Of the toes (one) 15.00
Of the toes (two or more) 5 25.00

Rehabilitatio'A nenefit If an accide t caOseMlury to the Insured which requires that the Insured undergo spe-
cial training in order to be'qualified t engage in a special occupation in,which he would not have engaged
excppt.,Ibr such injury, the Insurer will pay the reasonable and necessary exense actually incurred by the Insured
for such training; however, payment b the Insurer for the total of all expenses,incurred by the losured shall not
exceed 53,000 Oil nor sltall'payment b made for any expense 'mitred more than three years after the date ofill accident, nor shall payment be made for room, board, or other ordinary living, travelling or clothing expenses.
Spdcial Disabilin Benefit -L 51,000.00 H- This benefit becomes payable if injury caused by an accident results In
the Insured being contintQlly confined, to house or hospital for a period of at\ least one year after the date of the
accident, being under the regular care of a licensed physician-or surgeon, and being prevented by such confine-

typ ,went from attending classes of an"
Special TreatMent Travel Expense' Bene it - The Insurer will pay travel expense required within one hundred
and fifty-six1156) weeks from the date of accident to obtairtispecial treatment vVhich, cannot he obtained within

"'' a hundred mile radius of the Insured's residence. When the age of the Insured necessitates an escort,/ the parent,
or guardian who accompanies the Insured will be reimbursed for travel expenses plus expense incurred away 4
from home up to 520.00 per day up to an aggregate ammint'of 51,000.00.
Emergency Transportation Benefit (other than

'b
ambulance) If an accident occurring in or on school prelmises or''\ buildings, requires immediate ,medical attention and an bulance is not available). the Insurer will pay the rea--"'rsonoble expense incurred to Jansport the Insured to a doctor's office .or nearest ho4ntal, subject to a maximumpayment of 515.00.

41. . ,Tuition Expenses Benefit - When injury shall within 90 days from dat&of the accident totally disable and confine
.1the Insured to his or her residence or hospital for a period in excess of 40 consecutive school days, the Insurer

will`pay the expenses incurred within six months from the date of the accident for the tutorial services of a qualified
teacher holding a Provincial Department of Education Teaibing Certificate for the grade 4flained by the Insured at' a' rate not to exceed 55.00 per hour upto an aggregate amount of $500.d0. .1 ,

4
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Dread Disease Benefit When POliomyelitis, Scarlet Fe4er, Diphtheria, Spinal Meningitis;,-Encephalitis, Rabies,
Tetanus, Tularemia, Typhoid or Leukemia shall, commencing while The policy- is. in forge, require confinement
within a hospital or emplo9men of a licensed or graduate nurse, the Insurer will pay the expense actually in-
curred therefor within 156 wee after the commencement of first such expense up to a maximum of $2,500.00.,
This' benefit is subject to and sh 'II not contravene' any Federal or Provincial statutory "requirement with respect to
'Hospital or Medical ties. . ,. ... , .
The Plan Doe) Not Insure: (A), . replacement or repair of artificial teeth, denturel, eye-glasses or prescriptions therefor,
lb) the services of a masseur, (Cl sickness or disease as .# cause or effect, with the exception of tht Life Insurance
Coverage -and Dread Diseaie Benefit, (d) an,' benefit for which reimbursement has been made under any Work-
men's Compensation Board PlaAother than Accidental Death, te) losses covered by a Government Medical or Hospital
Plan .regardless if an individual is or is not insured under such a Plan.
ENROLMENT Participation ip this Plan is voluntary, however, each went has been given the opportunity to
participate Parents are requested fo make a decision regarding the insurance by completing the face of the en-
velope and, returning the envelope to the teacher (with premium enclostd if insurance is disired). Cheque or Money
Order preferred, payable to ReerYShaw Osier Limited.
SHOULD YOUR CHILD HAVE AN ACCIDENT 6

, .,.

Claim forms may be obtained from the school your child attends. Claimi must be reported within 30 days..of the
accident and proofs filed with the Insurer within 90 days.

*. 'Address Claims To Pitts Life Insurance Company,. .201 King Street, London, Ca ada RSA 4K7 .
EFFECTIVE DATE Insurance coverage shall be me effective on the date the student ,returns the completedenvelope with the required premium enclosed' his or hot., teacher. Option "B" terminates at the end*9.1 the
school year in lune except as otherwise provide in clauses (1), (2) and (3) in section lb) of this Option on the
opposite side of this letter. Option "A" terminates at 12:01 A.M. September 3rd, 1974, provided the student In-. tends to return to school for the academic year 1974 and was covered under Option "Alor the-preceding year.
Life Insurance, terminates at 12:01 A.M. September 1st, 1974.

RECORD OPTION SELECTED

..4

School,

Stiatnt's N

IMPORTANT! KEEP THIS LETTER-FOR REFERENCE.

GROUP POLICY NUMBER

AMOUNT

TE

0-

Grade Room No

PLEASE \PRINT CLEARLY (FAMILY NAME) (FIRST NAMC)

INDIVIDUAL PLAN. ONLY Do NOT complete this section If applying for Family Kan.
i-liTh11,to Enrol my child in the OPTION checked and enclose, premium of $..4-
OPTION "A:/WITH $3,000.00 LIFE INSURANCE $8.00 0 OPTION "B" WITH $3,000.00 LIFE INSURANCE $5.50 0

LOPTIONNIC. WITH $1,000.00 LIFE INSURANCE 55.50 0 OPTION "B" WITH $1,000.00 LIFE, INSURANCE $3.00 0
OPTION/

cji
A" WITHOUT LIFE INSURANCE $4.00 0 OPTION "B" WITHOUT LIFE INSURANCE $1.50

FAMILY PLAN ONLY Cpniplete this section Only if yoii are Enroling 3 or more children
I WISH to Enrol my children in the OPTION check%1 and enclose,premitun of $
OPTION WITH $3,000.00 LIFE INSURANCE $20.00 0 \OPT' "B" WITH 4000.00 LIFE INSURANCE $13.50 0
OPTION'"A" WITH $1,00k1019 LIFE INSURANCE 313.750 OPTIdIVB>WITH

$,,000.00
LIFE INSURANCE $ 7.25 0

OPTION tt" WITHOUT LIFE INSURANCE $10.00 OPTION'4" WITHOUT LIFE INSURANCE $ 3150 0
IMPORTANT Complete y one envelope per fa List insured childr n back of this envelope.

Please co ete and sign th . :erelope
and return t to the school.

(MIDDLE NAME)

(DATE) (TELEPHONE NO.)

i(PARENit OR ClUARDIANS SIONATURfo

(ADDRESS)

(CITY OR TOWN) *. ,(POSTAL CODE) P #73M

Teachers are eligible for any plip excluding the Family Plan and Life Insurance.

e
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Studen't's Name:

School:
"

t
S.CHOOL LETTERHEAD STATIONERY

EMPLOYER'S EVALUATION OF THE STUDENT

'

SAMPLE

Major I.

Duties 2,

this evaluatiod lisisfour georral areas of work performance. Under each general area are grouped particular
qualities amieharacteristies. Rate the student by circling the number that best describes this student.

"5 Outstanding; 4 Above Average;

Ares I: COOMUNICATI N SKILLS(
A, Ability in oral c nimunication

Ability in wrin n communication
C. Knowledge of le vocabulary re 4 ted to le job

7-

'4'rea11: VOCATIONL SKfLLS)
A'. Quaid)/ of worn-ability to n quality standards

Qualitity of work-output o satisfactory work
G. Job know-how-applicatOi of acquired knowlgdge and skills
D. Useof tools and equipn nt
E. Care of materials and applies

Area III: PERSONAL AND SOCIAL QUALITIES 9 4 o

3 Average; 2 Below Averagi* I Unsatisfactory

A. Co-operativenesiolbility to work together with people
B. Self-control-ability to control one's emotions,
C. Poise-demonstrates level of self-confidenceiappropriate for the job
D., Reaction. to advice and constructivocriticism
E. Willingness to follow directions

,, F. Adaptability '-'capacity to adjust to new problems and changing situations

Area'IV: WORK QUALITIES AND HABITS a

A. industry personal applicaTion to assigned work':

C. Initiative N..4._ o

D. Attendance
E. Punctuality
F. Ability to follow directions

Rated by: Dates Absent:

5 4 3 Z
5 4 3 2 I

5 4 3 2 1

mg-

5 4 3 2 'I
5 4 3 2 I

S 4 3 2

'4 3- 2 I

'5 4 3 2 I

5 4 3 2 1

5 4 3 2 I

5 4 3 2 1

5 4 3 2 1

5 4'3 2 I

5 4 3 2 I

5 4 3 2 1

.5 4 3 2

5 4 3 2 I

5 4 3 2 1

5 4 3 2 I

5 4 3 2 I

" Organizationi. .
ir,;

Address:

Additiodal Commentf.

7.9

O

125



PLEASE PRINT

1. School

SCHOOL LETTERHEAD STATIONERY
STUDENT'S EVALUATION

SAMPLE

Student's AO Male

Female

My training station was in i
,

...0"
.

- "

Your opinions regarding the statements.below will aid in evaluating work education. Circle your answer.
.0., .

A. As a consequence of my participation in the work education:
I I feel that my high school program is preparing me for the kind of work I would hke to do YES NO
2. I have y more realistic idea of my capabilities. YES NO
3. I, feel that I made more progress than I would have by staying in regular classes. YES NO
4. I am looking forward to going to work. `;,'ES (NO
5. I see the need for acquiring vocational knowledge. , . YES NO" '1'
6. I feel that students fro this program will be accepted on the job. -t, YES NO
7. I feel more confident,in applying for a job. YES NO'
8, I am more aware of the responsibilities rejeted _to a j9b. YES NO.

ics-- . o9. I see the importznice of learning to follow insiructions, ,: , YES NO
10. I see the need for learning to work with other people. YES NO
I I I recognit: the importance of developing skill in all kinds (#communication: YES NO
12 I feel I have learned quite a Ilit about how a business functions. YES NO
13. I feel that the work education should be continued in the schools. YES NO.

B. This evaluation indicates the student's opinion regarding a training station.
, eI :

(Name type of.work)

Company Name

Address

,_Circliiyour.answer o

14. a. Sufficient time was spent initially in introdUcing me to the job situation. YES NO
b. If NO, why?

15 uffiCiinit tinle WaT spent by the supervisor in giving me conti cnuliing instruction. YES NOV
b. Nb. wily? -:, -

at..16. a. There was sufficient Variety of assigned tasks to make the job
.
interesting. 4,o YES NO

b. If NO, why? ..4;. i
17. a. The assigned tasks were in keeping with my ability. YES NO

, b. If NO, why? to ,

18. a. The other employees accepted me as one of the group. , YES.. NO.b. If NO, why? . -,i.v .
I. a. Given the opportunity, I would work for thiscompany. YES NO

.
b. If NO, why?. . ,

. . t .. .
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(Cont'd)

C This scale rates the student's attitudes towards education. Rate each statementby circling
the number that best describes your attitude.,

A.-

.

r

I. Strongly disagree
2. Disagree
3. Agree
4. Strongly agree

20. My education will give 14 a good clianCe age ting the kind of job that I would like to
have after leaving school.

21 he courses I am taking in school will help t e be successful in that job.
21. Mote Is a relationship between education work.
23. My success will be dependent on my effor

. 14. I hellos.' 1 have the capacity to succeed.

25. Education -increases self-confidence. .
10. In general. I am satisfied with the schoo 1 am tending.
27. Attending school regularly is imporiant r
28:In general. I am satisfied with the cou es I am taking.

IP

29. I enjoy Achool-spoilsored extra-curricular activities. ,
I

30 In school I am leaining habits and attithde's which will guide me in the achievement of
a woithwhile life. .

I

1

I

I

I

-I.
I

1

I

I

I

2 3 4
2 3 4
2 3 4
2 3 4
7 43 4

2 3 4
2 3 4
2 3 4
2 3 4
2'4'3 4

2 3 4

s

V

0°

4% I

0

81
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SCHOOL LETTERHEAD STATIONERY
LETTER OF APPRECIATION TO TRAINING SPONSOR

4 SAMPLE
Dear

On behalf of (Name of School). ! would like to expi.ess our appreciation for your participatfon M work
education during the past school year. The educational-opportunity that. you provided the student has been a
valuable learning process for him. The results of this experience will continue to be of value to the student in the
years to come Your cooperation as a training sponsor has been a service both to the school an to the community.

VIPant loolying 'forward to continuing our association'in future years.

If

8

Sincerely yours.

Name of Teacher-Coordinator or Coordinator

it

P'

N

4
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SCHOCIL.ETTElfHEAD STATIONERY
FOLLOWOR FORM

1
P.

0

S A NIX E'

The Wort. Education Dep!ii :mem is c& iducting surve, tti order to find out how our Jottner.studepts .are,
o'ccuptc'd Niue" graduation Ilont high ...hool I lifolillot ton obultneek should enable us to improve our litstructional..
pl 1 ement coordination and counseling Wakes. We would appreciate any suggestions you tnaay care to uIIer.

Se* lease' till out tills tom and mail promptly, in the selfztddressed stamped envelope attached. kementber your
.elkg neetisd to help others.

(,

ou for oui.co(rperation

, .\s1 PION I

it

4

, . s
r0

\oft, 1 liW Airil e .
.klion

. ..:
, .. - I 40 f -,- I law Oii attended col leite 1'

4. 't, 4 ' . ,,, \ ti 4 .eiltiol)
..: , C {I '.11111,1i I illOirtil\ .11 tended.9 >,A ..'

0
Dlopee, out'

...,, :. 0... .' t 41,' 1,1190 (71 \Chi 101 or COill;P: ( l'ileCkeU abovile

1 iiipl('!,e0 ' es no

IrKI
r

initidlt 01 maiden

r
Mat tied' ye,, no

.r

%,.

"' . 1 rade ,;chool? N

liusine OOP 5 Oilltil type'),.
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CHECKLIST OF CRITERIA FOR RATING
WORK El..)Uc71.10N

I

e

p

Nathe of teacher-coordinator or coordinator .

,Name of school

total schciol enrollment at present

. .

Present enrollment ii stork education- male _Female _. Total.

Number 01 sears the school has operated work education-

4

SAMPLC6'

" INS fRAXI IONS FOR ITSE OF CHECKLIST
444.-I his checklist of criteria lot-, rating ssork education consists of statements of prosisions, conditions,

c ha ra'c temstics that are found ID Lill.111)% prograins; Some may not he necessary, clr even applicable, in
Om Nutrition II an s important features or iirocedures are omitted in the printed materials, they should
he added in the appropriateNectiois. The statements should accurately and completely portray, the '

1

1110:.:1.1111. r.11:111 0e.. and practices of the schooI4,th us pros iding the factual background for the evaluation.
Rate each dc on %sing our best Judgment and all as ailable es idence. The tifii.,xsted he for rating

.each NUateinent IN ', k .
" IfOeS tHil arpil The pros isions or WIld1)14111S are in' suet but do not apply. or they are not desirable

for khy students of thetJe program. of then do not confoun to the school's philosophy at program's
goals. , ,

I / st CHM I he pros isions or Zonditions are extensise and are functioning excellently. 4

2 Satistai tort 1 he piosisions or conditions are inAderatelscextensise and are functioning well.
1 \ ceds IIPIrl'oteMllt The prosfmons or collditiQns are limited 'in extent and functioning poorly: or

the% are entirels nussine but 'heeded.
,t .

., , 'O.:- .
.

ORG \NI(..\1 V. IN.01-.\\ ORK 1.,Dt; CATION ..
4 ,,'4( ) A clearly ma tticiisstatementolithiccus es has been developed.

( 1 Ohio:uses] as e been des eloped through the cooperatis e ellorts of emplyyers,&lucators, and students.
) ,titand.vds ftt' thesiTC.011011 of \\ ork CdULA101.1 hase been des eloped andaccepted by those involved

' in the operation.

ar

Paril

( ) I he tcadicr-c,(rotchila tor checks to sec f practicesanect st,tuddrds ssluch has e been des eloped.
I 1 \ deal cot ,INqUIIIIICI14 of Cunaions alit] duties has been `_is en to persons concerned with the

4fro:!r.lin -
t

t \n 4iliV1MUV 114111111111e4e reKesentaus e of all groups intetcsted in the pi:ogram -has been lormed
and its addicei. used in the operation of the program.

( )44he,teach6-cOordinator is anus\ ed sufficient time for coordination.1cm ities.
. .( ,j Prm.iston is m,cdcfor a student dub pprogram- . $. 1 ''

( )School and )1.1111111g sLalontsilleZIIIIL, Ate dt..elOp.t.'d to hleel the nei:ds of students to the program.
e

( ) StI111411 credit is pen for the,experience of cumetus in tran4g stations. .
-( ) (-lentil (yelp is as:triable to ffie teacher-coordinator. 41 6 ." . .

...

.P, , . ft . I;,I ) \. It.`CORI Keeping NS Ntom has bait designed to meet the needt. of ssork edution..
,. co..e I I ' recolds and reports are kept up to date and complete. . ,., ,..

t i I 'unds;lre provWdlor the trawl expenses of the teacrier-coordinator. .
,( 01).cpa(tmen't oil fducatiOn stall Keiji in the l Iln untied des crop- ment of %sigh ed,tication.' ., pP.. . ...

4

e..$ '-' Slid I NII.Nicil ltS , , ",,,* .
1 ) I he. kacIfer..cOordmidoruects Minimum reqiurements.

i 1 he teacher-croohlinator maintains memr)ership in at least one local cis R. organization such as the
Chamber of( ninierce of a luncheon club. t : 4

) I he teadter-cmtdmator is considered a %MI-informed, professional teacher by the.community.
.) . .....

AO

p, t
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v

(Con t 'd)
A 4 r -iN,

(e ) The teacher-coordinator participates in conferences, workshops. in-service programs, professional
organications, and other activities contributing to professional growth.

, ( ) The teacher-coordinator serves as advisor to the student club program. l
( 1 The teacher-coordinator plan% and carries out research resulting in the constant imprbvement of

work education. - --
. .

I ) The teacher-coordatitor is respected by the students d faculty., .
. .

Part III ,
., it

ppoRT 01:1 LW SCHOOL

) Vticational education is accepted and acknowledged as a desirable and essential function of the
school. a

, .

. ) The program
...,
is accepted as an integral part of the total school curriculum.

) -1 lie school administrators , take an active and interested part in the operation and evaluation of
work education.

) 'leachers and other stallmembers cooperate with dhe teacher-coordinator in the Operation of work
education;

) A budget is provided(or the purchase of instructional materials and, equipment.:
) Assignment of building spaceand facilities is sufficient to carry on work education.

( ) School administrators check .vv ith emplover representatives. fatult members. community groups
,!,., at it students relative.to the effectiveness oi'work education:

) 1 he school administration and the teacher-coordinator use the sees ices of the provincial department
in evaluation and in improving work education.

I N

Part IV .
SELECTION AND GUIDANCE OF STUDENTS,

) Prospective students are green a clear understanding t 1the purposes and nature of_work education
before they are enrolled. ,/

1 Experienced counselors help each studs in determining his aptitude. interest. and ability profit. from work education. :
.....,

_ ) The teacher-coordneator arranges for the tpllection ofoectipatiovlinfininalion regarding occupanons.
) 'Minimum age. grade. and other standards have been developed and n}tust he met q students before.they enroll in work education,

''
.I Stutients ma) enroll in Cork education and also meet graduation.requirements. ',

( 1 1 he teacher-coordinator atermines The filial sttlectitin of students who are recommended forwork, ' . ..i. educlition.
. .0... .( ) A chmulative record is kept on each student

, ,' x° ) Periodic individual conferences are held with' each student concerning his general progress in the
scriool. .

. ,.
0.,

_.) Provision)s made for parnts to contact the teacher - coordinator when needed.
( ) Definite provision is made for checking on each student -s.progrss in ~shoot.
( ) Former studehts :ire Ibllowed up to find how additional ithustments can he grade in.worLedtication.b

0 0
q % 0 0 ,s

Part V / -.Cr **
PEACEM ENT OF STVDE,1>;TS IN TRAINING STATIONS

°
( ) A w ritten statement has bOrn 'prepared outlining i,he criteria by which training stations are select hl. .

. ( The teacher - coordinator con'tac'ts employers and sets up training, stations for all students inethe',, _ior. T , 1 ,.
. ,.class.. ...?

,r A , a(. ) Fmplovers-provide training Stations throughout thi, ehtire school year rather tihinfrilir just seasonal. s- i ,, .employment., ,, +- , 1 ,
I

,(..
( ) Training aefeemenkand training plans are draw n np by*the,emplom}yrs. teacher - coordinators `students...

..-- . . ..,,' and parents. , .
, _

i't ,
... .

, ( ) 'Students who ilrealvli,liav c nri-tuntVobs are admitted topork educationafiey the training statioqk
t ,

, r.... -
is appnwed by the teacher-coordinator. .' - ..... .. -;. ..

,
'3 .

( 4 The teacher-vZiortft0t6r.thecks c(mditions tinder w nith students work to ,t ee that they are in accord,
. ance with pros nicht{ child labour law4c.'..

)

I. . ' i . ..

. 135 .'
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.

'.(edned)

6

) 'Training stations may provide an. opportunity for full-time employment after students complete
school.

I nststictin'in how to apply for a job is given befyire students are referred to prospective employer's.
Belvre students are. considered permanent members of work education,tthey must he accepted for

V employment in a training station.

( Trainingsponsors ale appointed by employers for each student.
( ) Students are rotated and given a variety of training station. learning experiences.
( 1 Employers and training sponsors are informed of the progress made by students in their school

work. ~ 4

) Training. sponsors make periodical ratings and reports on each student's progress at the training
tation..

( 1 The teacher-coo fdinator assists trainin'gsponsoniin evaluating the training station progress 4students.
( ) The teacher-coordinator develops new training stations continuously.

0

Part VI 1 .. , 5.

ooRDINxhoN AND PUBLIC RELAUONS
ca) The teacher - coordinator obsen es all students at their training stations. a mini kum of. once each

month or week. 1 ,-,,
V, ..,

1 The teacher-coordinator pla. ns his coordination time ,and tieseloi a schedule which is followed
to a reasonable extent.

COordination time is used'only for coordinatum purposes.
c- ,r----CoItordination calls are made by the teacher - coordinatorto the employers of students at least once

a month. . .

Labour union requirements are followed in the placement and training of students.
1 he teacher-.coordiator uses the infOrmation froM coordination activities to help in adjusting prob-
lems that arise relative to work educatioh. ,
Reports of coordination, activities are kept.

.,
The tetteher-coordinator has publicized work tkitication amtritg sarious community organizations..., . c' ,,and educational groups. .

( ) \\ ork ducation is publicized periodically in community and school newspaper.

( )

(

I

(

The teacher-coordinator has a mailing list of -all interested ,persons who receive informtion on
worAducation activities and progress.

,..

( 1 All students w hoare_eligible_enrolleesare_acquainted tvith-workA:ducation.-

( 'eSTridents appear beforecommunitv groups and help in ,the development of public relations for
\York education.

44'

4.
lw students sppnsor joint emplbyer,-employee dinners and other such activities.

( ) Parent groups have teen acquin ted with work education.
( The teachei,coordinator is canscious,of the value of publicity at, all times

to keel) the school.and community informed of the progress of work education.

Part VII
, ;CV RRICLUIvl dRGArlizaioN AND INSTRUCTION . .

) A-related instruction class has been designed for students enlering work education.
- ,-

( ) The instructibrtol content is correlated v., hentner .possible with the training station experiences of
students.

- vl 1,, It
. . ..,

or helps plan otlwr courses Which are. .
,

to guide Curricill ,411.1-evision..

din the assroom are comparable with

and makes ati effort,

\.

The teacher - coordinator eithd teaches
neetys.

Eoflo.w-up stuthes of gradiiIttes are used

Standard of achievement dereanded-
workers. -.. ), , _

( )Instruction islirovided to each stu
( ) 'Adtpate records orstudent tiro(

proghtni.

1

?elated to the student

those of beginning

ent related to his specific job and career objective.
e.

el,s,are available. and they are Used in developing the histructional
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(Cont4)-.
( Audi( and visual,ads are used whenever stich techniques self make the activities more meaningful

''to. dents: _

( ) CS )portunity is provided for field trips.
( 1 udents are encouraged to and do contribute instructional materials. intOrmation, and other al

) The teacher-coordinator periotically evaluates the classroom instruction.
( ) Students participate in the evaluation of their own achievement.
( ) Resources of the community are used.

Part VIII
CLASSROOM FACILITIES AND LIBRARY

) The classropms are of sufficient Size to meet instructional needs.
) The classroom is equipped with proper t quipment needed for the type of instruction being pmvided.

TI room has adequate and and bulletin boaripace.
) Storage facilities ar roe ale for materials and supplies.
) Suitable office space is r the teacher-coordinator for coungehng purposes.
) The -worn is equipped wl h ok vhelving and tiles.
) All eqmpment is maint ed in good working condition.

Thxtbooks are available for referencg In t ie cl4sroom co ering the materilsiweded by each student.-
) A good syslteni of cataloguing and tiling 40- instructional materials has been de% loped and is used.
) Instructional materials are constantly K t4up' to ate.
) Instructional materials used are eunti io !NI% aluted on the basis of student needs.
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